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Guide
Introduction

In California, there are many education assistance and employment development programs available to residents who qualify. 
The California Employment Development Department (EDD) administers many assistance programs to ensure residents’ 
employment rights are upheld. The California Student Aid Commission (CSAC) is responsible for ensuring financial aid is 
available to students throughout the state. With public assistance, education and employment programs in place, residents 
have broader access to financial and educational opportunities. The programs focus on financial aid opportunities for students, 
unemployment benefits, wrongful termination procedures, Paid Family Leave and Disability Insurance. To learn more about 
how the California state government implements these programs for residents, review the sections below. ut only students wit
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Student Financial Aid Opportunities 

Unemployment Benefits

The CSAC focuses on assisting California residents in 
obtaining financial aid. A Free Application for Federal 
Student Aid (FAFSA) is completed by all potential and 
current students throughout the state that attempt to 
receive financial assistance for education. The FAFSA is 
the official application used to apply for federal financial 
aid, including Pell Grants and state-administered Cal 
Grants. The form can be completed entirely online through 
the FAFSA website, or can be printed and mailed to the 
federal processor. An updated FAFSA must be completed 
and submitted to the processor each schoolyear a student 
wishes to receive aid.

Federal Pell Grants are available for undergraduate 
students, and do not need to be paid back. To apply for a 
Cal Grant, a student must submit a FAFSA and a certified 
Grade Point Average to the CSAC. A Cal Grant does not 
have to be paid back either, but only students with certain 
approved GPAs who express a need for financial aid 
through a FAFSA are awarded Cal Grants. In addition, the 
Carl Perkins loan is a student loan opportunity that offers 
low-interest students loans to residents who qualify. 

The Work Opportunity Tax Credits (WOTC) is a program 
run by the California EDD to encourage employers to hire 
target groups within the community. It assists residents in 
obtaining employment quickly, no matter their household 
situations. 

The California EDD is responsible for the Unemployment 
Insurance program, which provides financial assistance to 
workers who have lost their jobs and qualify for benefits. 
To qualify, an unemployed resident must have made a 
sufficient salary in the allotted time period, be unemployed 
through no fault of his or her own and be available and 
ready to accept work when it arrives. Applicants for 
Unemployment Insurance must prove they are qualified 
and complete an interview with an EDD representative. To 
maintain eligibility for the program, enrollees must also 
complete specific weekly job seeking or training tasks to 

show their willingness and motivation for employment. 
The amount of benefits awarded to each enrollee varies 
depending on the salary he or she was earning, and may 
range from $40 to $450 weekly. 

The EDD issues debit cards for program beneficiaries to 
easily use benefits on monthly necessities. California 
residents may qualify for different types of Unemployment 
Insurance benefits, including Unemployment 
Compensation for Federal Employees, joint claims, 
interstate claims or combined wage claims.

https://fafsa.ed.gov/
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If an applicant is denied benefits through the Unemployment Insurance program, he or she will receive a denial notification. 
The decision can be appealed by the denied applicant if warranted by following the appeal process steps. Unemployment 
benefits are only issued for a predetermined time period. If a beneficiary is still unemployed when benefits cease, he or 
she may qualify for an extension of benefits. Ex-military service members and federal civilian employees may qualify for 
Unemployment Insurance benefits after completing an application and submitting a Certificate of Release or Discharge Form.

Disaster Unemployment Assistance (DUA) is available through the EDD when the president of the United States declares 
a disaster. California residents unemployed due to a disaster may receive financial aid if they do not qualify for regular 
Unemployment Insurance. All Unemployment Insurance beneficiaries should consistently report accurate information to the 
EDD to avoid committing fraud. All work, benefits and salary should be reported to the EDD to avoid jail time, additional 
penalties or the ineligibility to receive benefits in the future. If unemployment benefits are overpaid, a beneficiary should report 
the overpayment immediately. The overpayment can be repaid online, by mail or by phone, and payment arrangements can be 
made through the EDD, if needed.

An Unemployment Insurance applicant’s former employer is notified of his or her claim when it is filed. The EDD and former 
employer work together to determine a former worker’s eligibility for unemployment benefits. A former employer may dispute 
the reason for termination and appeal the EDD’s decision to provide unemployment benefits for a program beneficiary by 
filing an appeal with the department. An Administrative Law Judge hears both the employer, EDD and employee and decides 
if unemployment benefits should be awarded.

California Training Benefits (CTB) are available to eligible Unemployment Insurance beneficiaries to further their education, 
enhance job training and allow for access to learn new trades or skills. The program makes beneficiaries more employable 
and provides benefits while training.
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Wrongful Termination Procedures

Paid Family Leave

Disability Insurance

While an employee may be lawfully fired due to poor 
performance, he or she cannot be legally terminated 
based on age, sex, religion, color, nationality, veteran 
status or disability. In California, all three exceptions to at-
will employment are observed, including the public policy, 
implied-contract and covenant-of-good-faith exceptions. A 
wrongful termination claim is filed through the U.S. Equal 
Employment Opportunity Commission (EEOC) online, in 
person, by phone or mail. Former employees who plan 
to pursue a state lawsuit can contact a California Fair 
Employment Practices Agency (FEPA), and the claim will 
also be filed with the EEOC if federal laws were violated.

California workers may need to take time off from work to 
care for a seriously ill grandparent, parent, child, parent-in-
law, grandchild, grandparent, spouse, sibling or domestic 
partner. Additionally, a new foster child or an adopted child 
that enters the home may need extra time and attention. 
These workers may be eligible to receive Paid Family 
Leave during this time period through the California EDD. 
To apply, a Claim for Paid Family Leave (PFL) Benefits 
must be submitted online or by mail. Medical certificates 
are also required before eligibility is determined.

After submitting an application, the EDD reviews the claim 
for eligibility. If approved for benefits, a program applicant 
receives an EDD Debit Card with benefits after a seven-day 
waiting period. To continue receiving benefits, a program 
beneficiary may be required to certify that eligibility criteria 
is still met, or benefits will discontinue.

California workers who are unable to work due to pregnancy, 
injury or a non-work related illness may be eligible for 
Disability Insurance benefits through the EDD. To receive 
benefits, an applicant cannot have worked for eight days 
or more, must be actively looking for employment and 
must medically prove his or her condition. The amount 
of benefits available depends on the approved applicant’s 

former employment and whether he or she qualifies for full 
or partial benefits. A claim is filed online or by mail and 
requires a completed application and the submission of a 
medical certification. 

The applicant is deemed eligible or ineligible for benefits 
by the EDD after application review. If eligible, benefits are 
awarded through an EDD debit card. To continue receiving 
benefits, beneficiaries must certify that they still meet the 
program’s qualifications. When a beneficiary no longer 
qualifies to receive Disability Insurance benefits and is 
going back to work on the date the physician has claimed, 
he or she should not re-certify to receive benefits. If work 
is returned to sooner than the date the physician claimed, 
a form should be submitted to the EDD to stop benefits 
immediately.



California Employment Development and Education Assistance | 6

Financial Aid in California 

Pell Grants and Cal Grants in California 

Scholarship Opportunities in California

Work Opportunity Tax Credits in California 

California FAFSA Application 

Chart: Higher Education Enrollment Rates in California 

Carl Perkins Loans in California 

10 Benefits You Can Take Advantage of With a Student ID

Work Opportunities to Take Advantage of as a Student 

11

16

26

31

12

25

21

29

35

Table of
Contents



California Employment Development and Education Assistance | 7

Top Part-Time Job Opportunities for College Students 

California Cities Unemployment Rates

How to Apply for Unemployment Insurance in California 

Unemployment Insurance Benefits in California  

Denial of Unemployment Insurance in California 

Unemployment Insurance in California 

The Unemployment Rate in California Throughout the Years 

Eligibility for Unemployment Insurance in California 

How to Prepare for the Unemployment Insurance Interview in California 

Types of Unemployment Claims in California 

EDD Debit Cards in California   

37

40

44

49

57

39

43

41

47

55

52



California Employment Development and Education Assistance | 8

Unemployment Insurance Extensions in California 

Disaster Unemployment Assistance in California  

How to Handle Unemployment Benefit Overpayments in California 

How Employers in California Can Appeal Unemployment Insurance Decisions 

Legal and Illegal Termination in California 

California Unemployment Benefits for Ex-Service Members and Federal Civilian Employees

Unemployment Insurance Fraud and Consequences in California 

How to Explain Being Unemployed to Your Children  

How Employers in California Can Respond to Unemployment Insurance Claim Notices

Wrongful Termination in California 

California Training Benefits (CTB) 

60

65

74

80

86

62

71

68

77

85

82



California Employment Development and Education Assistance | 9

Invalid Reasons for Filing a Wrongful Termination Lawsuit

How to File a Wrongful Termination Discrimination Charge in California

How to Apply for Paid Family Leave Benefits in California

Disability Insurance in California

After You Apply for Disability Insurance Benefits in California 

At-Will Employment and Exceptions in California

Eligibility for Paid Family Leave Benefits in California

Paid Family Leave in California

After You Apply for Paid Family Leave Benefits in California

How to Apply for Disability Insurance Benefits in California

Eligibility for Disability Insurance Benefits in California

89

93

100

106

112

91

97

96

103

110

107



California Employment Development and Education Assistance | 10

How to Hold on to Your Passions While Still Working from 9 to 5

Tips for How to Request a Raise at Work

Top Questions to Ask During an Interview as an Employer

5 Signs That You Do Not Qualify for a Job Based on the Listing

Time-Tested Methods You Can Use to Improve at Your Job

Top Questions to Ask During an Interview as a Job Candidate

Six Things You Should Never Say to Your Superiors at Work

6 Ways to Stop Unqualified Applicants From Answering Your Job Listing

Vocational Jobs to Consider If You Never Earned a College Degree 

115

119

125

129

117

123

121

127

131



California Employment Development and Education Assistance | 11

encourages employers to hire workers who are receiving 
government benefits and assistance, so they can quickly 
gain financial independence. To learn more about financial 
aid programs and the WOTC program in California, review 
the sections that follow. 

Financial Aid in California 

There are several federal and state loan and financial 
assistance programs available to California students. 
The completion and submission of a Free Application for 
Federal Student Aid (FAFSA) is the best way for a student 
to learn which programs for which he or she qualifies. An 
updated FAFSA must be completed by a student each 
schoolyear that he or she wishes to receive aid.

Pell Grants and Cal Grants assist qualified students in 
paying for higher education tuition and expenses, and 
do not need to be paid back. Financial need is assessed 
through the FAFSA and federal Pell Grants are awarded 
to eligible students. Cal Grants are awarded based on 
financial need and academic ability, so applicants are 
required to submit Grade Point Average information with 
the FAFSA.

A Carl Perkins loan is available at many colleges and 
universities in California for students who qualify. This 
long-term, low-interest loan is applied for with a FAFSA, 
and must eventually be paid back. However, the loan terms 
make it a more affordable option for qualifying students 
who cannot have their entire tuition paid for by grants or 
other aid. 

Through the Work Opportunity Tax Credit (WOTC) program 
administered by the California Employment Development 
Department (EDD), employers receive tax credits when they 
hire employees from specific target groups. The program 

The California Student Aid Commission 
(CSAC) administers loan and financial 
aid programs to assist current or 
prospective students at higher 
education institutions to help pay for 
their tuition and educational expenses.



California Employment Development and Education Assistance | 12

California FAFSA Application 

The California Student Aid Commission (CSAC) administers federal and state financial aid programs for higher education 
students or prospective students throughout the state. When attempting to apply for a number of financial aid opportunities 
or federally funded student loans, applicants must first submit the Free Application for Federal Student Aid (FAFSA) to the 
federal processor. The application must be submitted thoroughly and in a timely manner for consideration of any financial aid 
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program, grant or loan. Learning the important deadlines, 
information needed for the FAFSA and how to access the 
application is important for California residents attempting 
to receive financial aid. To learn more about the FAFSA and 
the process that must be completed to successfully apply 
for higher education financial aid, review the following 
information. 

What is the FAFSA?
The FAFSA is a federal application for financial aid, but 
it is also required for submission to qualify for state-
administered financial aid programs, such as a Cal Grant. 
When a thoroughly completed FAFSA is properly submitted 
to the processor, a student or potential student is analyzed 
for eligibility for financial aid, including grants or federally 
funded loans. The application provides the processor 
with information on a student’s household and financial 
situation, so the student’s financial need and eligibility 
qualifications can be analyzed. The FAFSA asks for income 
information for the past two years, and the information 
includes income received by the household from all 
sources, including parents or guardians. The amount of 
financial aid that is awarded to an applicant depends on 
eligibility and the funding availability of the programs. It 
can also sometimes depend on the student’s academic 
ability for programs such as the Cal Grant program. It is 
imperative for students who need financial aid to submit 
the FAFSA as soon as possible, since funding for programs 
is provided to eligible students on a first-come, first-served 
basis.

Students who wish to receive financial assistance need to 
complete a new FAFSA every schoolyear. Even if household 
characteristics or earnings have changed, students 
should still complete a FAFSA and submit it. There may 
be additional programs or aid the student still qualifies 
for during the schoolyear to assist in paying for tuition 
or other education related expenses. The FAFSA can be 
turned in beginning October 1 and must be submitted by 
June 18 for consideration for federal funds. The FAFSA 
must be submitted no later than March 2 for state-
funded aid. However, for students attempting to receive 
Cal Grant funds for community college, the FAFSA must 

be completed and submitted by September 2. The date a 
FAFSA must be submitted may vary each year. Deadlines 
can be reviewed annually on the FAFSA website.

Who needs to submit a FAFSA?
Students currently enrolled in higher education institutions 
or high school seniors close to graduating should complete 
FAFSAs and submit them by the required deadline if they 
are interested in receiving financial aid. All aspects of the 
applicant’s household income and characteristics are 
analyzed to determine if he or she qualifies for any type of 
financial aid. Even if the potential applicant does not think 
eligibility will be granted, the FAFSA is a free application, so 
all students seeking aid are encouraged to complete one 
each schoolyear. A FAFSA applicant who is denied access 
to financial aid should attempt to complete another FASFA 
in the next schoolyear. Financial changes can affect 
eligibility, and the applicant may be eligible for financial aid 
in some aspect after submitting the new FAFSA.

https://fafsa.ed.gov/deadlines.htm
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Was born before January 1, 1994.

Was in foster care, a dependent of the ward or 
court or both parents were deceased before 
13 years of age.

Is an active duty member or veteran of the U.S. 
Armed Forces.

Is or was an emancipated minor.

Is pursuing a master’s or doctorate degree.

Students or potential students who are dependent on 
parents or guardians will need them to help complete 
FAFSAs. Since the FAFSA asks for income and expense 
information for the household, parents or guardians will 
need to assist in completing the FAFSA accurately. A 
student is not considered dependent upon a parent or 
guardian and does not need to provide information about 
parents and guardians on the FAFSA if he or she:

Additionally, FAFSA applicants who have children and 
provide at least half of their support or those who have 
other dependents (not including children or spouses) 
and provide at least half of their support do not need to 
provide parent or guardian information on the application. 
Applicants who were/are currently in legal guardianship or 
who are at risk of becoming homeless/currently homeless 
do not need to provide parent or guardian information on 
the FAFSA.
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How to Complete a FAFSA
Potential applicants can complete the FAFSA online or by mail. Submitting a FAFSA online is the easiest and most convenient 
way, because it is automatically submitted, and the form can easily be signed electronically by the applicant and parents 
or guardians, if needed. To complete a FAFSA online, a potential applicant must visit the FAFSA Application website and 
create a unique username, password and Personal Identification Number. Since personal and financial information is stored 
online when completing a FAFSA, the website offers the PIN as a security feature to ensure only the applicant accesses this 
information. The PIN also verifies the applicant’s identity and allows him or her to electronically sign the completed application 
for successful submission. 

If parents or guardians must complete FAFSAs, they are required to create their own accounts and PINs to electronically sign 
the applications. Throughout the online application process, hints and tips are available to give more information on how to 
properly answer questions. Applicants, parents and guardians also have the option to link their IRS tax return information 
directly to the online FAFSA application, making it easier to provide accurate income and household tax information. Once a 
FAFSA is completed and submitted, the applicant will receive an e-mailed confirmation. He or she will also receive an e-mail 
that outlines the available financial aid, if eligible.

Potential FAFSA applicants who prefer to apply by mail must obtain a printed FAFSA application. Applicants can download a 
current FAFSA online and print it at home before mailing it. A paper FAFSA can also be requested by calling 800-433-3243. 
Only pages three through eight need to be mailed, and the application must be signed and dated by the applicant and parents 
or guardians (if applicable) for processing. Paper applications are read by an electronic processor, so applicants should use a 
black pen, capital letters and skip a box between words when completing. Once completed and signed, the paper FAFSA can 
be mailed to:

Federal Student Aid Program
P.O. Box 7650
London, KY 40742-7650

Applicants are encouraged to retain a copy of the application for their records. If an applicant provided an e-mail address, he or 
she will receive receipt of the application and a determination of potential financial aid benefits by e-mail. If no e-mail address 
was provided, the applicant will receive a response by mail. To obtain help from a FAFSA representative when completing the 
form, potential applicants can call 800-433-3243 or visit the FAFSA Student Aid website.

https://fafsa.ed.gov/FAFSA/app/fafsa?locale=en_US
https://fafsa.gov/fotw1819/pdf/PdfFafsa18-19.pdf
https://fafsa.gov/fotw1819/pdf/PdfFafsa18-19.pdf
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Pell Grants and Cal Grants 
in California 

Federal Pell Grants and state-funded Cal Grants are awarded to eligible applicants who need financial aid for higher education. 
A Pell Grant is funded by the federal government, while a Cal Grant is funded by the state. Both grants do not need to be paid 
back by recipients unless students do not utilize the funds correctly or do not complete the schoolyear. Some Cal Grants have 
specific Grade Point Average requirements applicants must meet before they can receive aid. Students who qualify for both 
types of grants may be awarded financial aid from each to pay for tuition or other educational-related expenses. Completing 
a Free Application for Federal Student Aid (FAFSA) is the key to beginning the application process for both Pell Grants and 
Cal Grants. Potential or currently enrolled students seeking financial aid should learn more about grants, since they do not 
accumulate loan balances. To find out about Pell Grants, Cal Grants, the application process and what grant money can be 
used for by eligible beneficiaries, review the following information provided below.
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What is a Pell Grant?
Federal Pell Grants are usually awarded to eligible 
undergraduate students who have not yet earned 
professional or bachelor’s degrees. Students who are 
incarcerated in federal or state penal institutions or who 
have completed incarceration and are subject to involuntary 
civil commitments after sexual offense charges are not 
eligible for Federal Pell Grants.

A list of types of Federal Pell Grants is available on the 
Student Aid website. The different Federal Pell Grants 
are available each schoolyear for qualified students, and 
each has its own maximum annual awards. For example, 
the maximum Federal Pell Grant award available in the 
2017 to 2018 schoolyear was $5,920. However, not every 
eligible applicant will receive the maximum award amount. 
The amount awarded to each eligible Federal Pell Grant 
applicant is dependent upon the specific characteristics of 
the applicant. The financial aid awarded is determined by:

The applicant’s financial need.

Whether the applicant is attending school full-
time or part-time.

The current cost of the school’s tuition and 
fees.

How many semesters the applicant plans to 
attend school.

An applicant who qualifies for Federal Pell Grants will 
only receive financial aid for one school at a time. He or 
she must re-apply for Pell Grants each year using the 
FAFSA to continue receiving benefits, and the amount 
awarded may change depending on household factors or 
a change in tuition charges. Enrollment in a school must 

also be maintained for benefits, and Pell Grants are only 
available to a student for 12 semesters or until he or she 
has completed a degree. Eligible students can receive Pell 
Grant aid and benefits from other financial aid resources 
simultaneously. Generally, Pell Grant money is awarded 
directly to the school and the student’s tuition and fees 
are paid off first. The remaining money is given to the 
student to spend on room and board or other educational 
expenses.

https://studentaid.ed.gov/sa/sites/default/files/federal-grant-programs.pdf
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A U.S. citizen or eligible noncitizen and 
California resident for at least one year.

Not owing money for another grant or 
defaulting on a student loan.

Attending a qualifying college and enrolled at 
least half-time.

Proving financial need and meeting the 
program’s income guidelines.

What is a Cal Grant?
A Cal Grant is financial aid awarded to eligible students 
attending California state universities, community 
colleges, eligible nonprofit and for-profit colleges and 
eligible vocational, career or technical schools. A Cal Grant 
is state-funded and only students attending California 
higher education institutions can receive benefits. To 
qualify for a Cal Grant, beneficiaries may need to maintain 
specific Grade Point Averages (GPAs) and file new GPA 
Verification forms each year. Additional Cal Grant eligibility 
requirements include:

When a FAFSA and GPA Verification Form are submitted, 
a student automatically applies for three different types of 
Cal Grants. He or she may be eligible for one or more of 
these Cal Grant types based on responses provided in the 
FAFSA and GPA Verification. 

Cal Grant A 

Cal Grant A is only used for tuition and fees at four-year 
colleges in California, and the award amount varies by 
the college type being attended by a beneficiary. For 
example, in the 2017 to 2018 schoolyear, Cal Grant A had 
a maximum award amount of $12,630 for a University of 
California beneficiary and a maximum award of $5,742 
for a California State University attendee. A maximum 

award amount of $9,084 was given to eligible beneficiaries 
attending an independent college in California. To receive 
benefits from Cal Grant A, applicants must prove they had 
a 3.0 GPA in high school or currently have a 2.4 GPA in 
college. Eligible applicants must also strive for four-year 
degrees or may be attending community colleges with the 
goal of completing four-year degrees. 
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Cal Grant B

If an applicant qualifies for Cal Grant B, he or she will receive a maximum of $1,672 to use on living expenses while enrolled at 
a higher education institution for the first year. After the first year of enrollment, a Cal Grant B may also award tuition and fees 
benefits. Qualifying university students may receive the same tuition and fee maximum benefit amounts that are allotted in 
the Cal Grant A program. The benefit money can be used for transportation, supplies, tuition and fees or books, in addition to 
living costs. To maintain eligibility for Cal Grant B benefits, a beneficiary must financially qualify and keep a GPA of 2.0.

Cal Grant C

Students attending a vocational, technical or career educational institution may qualify for Cal Grant C. If qualified, a recipient 
can receive Cal Grant C financial aid for up to two years. A maximum benefit of $1,094 is provided for tools, equipment 
and books needed for class. Additionally, a maximum benefit of $2,462 may also be provided for qualifying beneficiaries 
who are attending a school that is a not a California community college. GPA verification is not required for Cal Grant C 
recipients. However, GPA verification should be submitted just in case an applicant qualifies for other types of Cal Grants. 
FAFSA applicants who qualify for Cal Grant C are notified by e-mail, and must then complete the Cal Grant C Supplement in 
Web Grants for Students by the given deadline.



California Employment Development and Education Assistance | 20

Applying for Pell Grants and Cal Grants
The first step in the application process for both Pell Grants and Cal Grants is to complete the FAFSA. The FAFSA can be 
completed online through the Student Aid website, or by mail. California students who are not U.S. citizens but have attended 
a California high school for at least three years can complete the California Dream Act Application (CDAA) online or by mail 
for consideration of both types of grants. If an applicant only wishes to apply for federal Pell Grants, the application process 
is complete after submitting a FAFSA or CDAA. However, if an applicant wishes to also apply for Cal Grants, he or she must 
ensure a GPA Verification Form is submitted. The form must be completed by a school official and may be electronically 
submitted by the school. If not electronically submitted, an applicant can mail the completed GPA Verification Form to:

California Student Aid Commission
Cal Grant Operations
P.O. Box 419077
Rancho Cordova, CA 95741-9077

It is recommended that an applicant keep a copy of the GPA Verification Form and FAFSA or CDAA. The application package 
must be submitted in its entirety by March 2. Students attending community college may submit application packages until 
September 2.

The FAFSA is available beginning October 2, and must also be submitted for Pell Grant consideration by March 2. If submitting 
the application by mail, an applicant must ensure the postmarked date is March 2nd or before. A new FAFSA or CDAA and GPA 
Verification Form must be completed each schoolyear for Cal Grant consideration. A new FAFSA or CDAA must be submitted 
each schoolyear to be considered for Pell Grant benefits.

https://fafsa.ed.gov/FAFSA/app/fafsa?locale=en_US
https://dream.csac.ca.gov/
http://www.csac.ca.gov/pubs/forms/grnt_frm/gpaform.pdf
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Carl Perkins Loans in California 

Higher education institutions in California, including universities, colleges and vocational schools, may offer Carl Perkins loans, 
also referred to as Perkins loans, for students who express exceptional financial need. Perkins loans are low-interest loans 
with fixed interest rates that offer financial aid to undergraduate, graduate and professional students who qualify. Students are 
required to pay the loans back within a specific time period after graduating from school, but the low, fixed interest rates can 
make them easier for graduates to successfully pay off compared to private loans. California schools receive funding from 
the federal government to implement the Perkins loan program, so students who participate in the program pay back their 
respective schools when loan payments are due. To learn more about Perkins loans, how to obtain loans and they are paid 
back, review the following information.
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What is a Perkins loan?
A Perkins loan is awarded to a qualified higher education 
student in California after he or she has completed the 
application process and is approved for the loan. A Perkins 
loan recipient may receive up to $5,500 each school year 
he or she is enrolled as an undergraduate student and 
maintains eligibility. An undergraduate can borrow a total 
of $27,500 through the Perkins loan program. Graduate 
students who receive Perkins loans may receive up to 
$8,000 each year while enrolled in school. A graduate 
student can borrow a total of $60,000 through the Perkins 
loan program, including the amount he or she borrowed 
while an undergraduate. Loan money is awarded to 
enrolled students on a monthly or quarterly basis. Some 
eligible students will not receive the maximum amount of 
the loan. The amount of financial aid provided each year 
for an eligible Perkins loan applicant depends on:

The applicant’s financial need.

The amount of other financial aid received by 
the applicant. 

The availability of funds through the loan 
program at the recipient’s respective college or 
career school.

A Perkins loan currently has a fixed interest rate of five 
percent. There are no additional charges associated with 
a Perkins loan besides the interest rate, unless a borrower 
misses a payment, makes a late payment or pays less than 
the minimum required payment. In one of these cases, a 
borrower may be subject to collection costs that are higher 
than the interest rate usually paid each month.

When a Perkins loan applicant is approved for a loan, the 
school is in charge of disbursing the funds. The school will 
first use loan funds to pay the student’s tuition and fees. If 
the student is living on campus, the remaining loan money 
is used by the school to pay the student’s room and board 

or other school charges. Remaining loan money is then 
given to the student, and he or she can use this money for 
other educational expenses, including books, equipment 
or transportation. 
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How to Obtain a Perkins Loan in 
California
A student who wishes to obtain a Perkins loan must meet 
the program’s eligibility criteria. To be eligible for a Perkins 
loan, a student must:

Be a professional, graduate or undergraduate 
student enrolled in a California higher 
education institution.

Demonstrate an exceptional financial need to 
participate in the Perkins loan program.

Meet other eligibility criteria, as defined by the 
school.

Be currently enrolled full-time or half-time in 
a college, university or vocational school that 
participates in the Perkins loan program.

Since there are limited federal funds for the Perkins loan 
program, not all students who apply and qualify for loan 
funds will receive them. To apply for the Perkins Loan 
program, a student must be enrolled at a California school 
that participates in the program. Each school receives a 
certain amount of federal funds, so the number of eligible 
students able to participate in the loan program may vary. 
Each school may also set additional eligibility criteria for 
the Perkins loan program. An interested student should 
speak with a financial aid counselor at his or her school to 
determine the specific eligibility criteria. 

There is no application for a Perkins loan, and a student 
who wishes to obtain a loan must complete a Free 
Application for Federal Student Aid (FAFSA) either online 
or by mail. The FAFSA provides the government and the 
school with information on the student’s financial situation. 
A dependent student will need to provide information on 
parents’ and guardians’ financial characteristics, including 
income and benefits received. If an applicant qualifies for 

additional financial aid, he or she will learn about other 
aid opportunities after submitting the FAFSA. When a 
student is qualified for the Perkins Loan program and has 
completed a FAFSA, he or she is also sent a promissory 
note to sign. The promissory note lists the loan terms, 
including the amount awarded, the length of the loan term 
and procedures for paying back the loan. If the student 
agrees to the loan terms, he or she signs the promissory 
note and sends it back to the school. A student who does 
not wish to participate in the Perkins loan program can 
refuse to sign the promissory note, in which case, no loan 
money is awarded. 

https://fafsa.gov/
https://fafsa.gov/
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Perkins Loan Payback Procedures
A student who applies for a Perkins loan and is granted loan money may decide he or she does not need the aid. If this is the 
case, the student may cancel the loan before it is disbursed by contacting the school’s financial aid office. If the loan money 
has already been disbursed, all or some of the loan may still be cancelled through the school. A student who wants to cancel 
the Perkins loan should contact his or her school advisor to learn the procedure for loan cancellation.

After a Perkins loan recipient has completed school and graduated, left school or has dropped down to attending school 
less than half-time, he or she has a nine-month grace period before repayment of the loan must begin. This grace period 
allows the graduate to find a job and achieve financial independence before starting to pay off the loan. When a student must 
begin paying back the loan, he or she will receive a payment schedule, information on minimum payments and how to make 
payments. There are no prepayment penalties associated with a Perkins loan, so a student can pay the loan off as soon as 
possible without additional fees.

Certain graduates may be eligible for Perkins loan cancellation if they served full-time at a nonprofit or public secondary or 
elementary school. The loan cancellation only applies if the teacher served at a school for children from low-income families, 
served as a special education teacher or taught an educational subject that is declared by the California education agency to 
have a shortage of teachers. Approved subjects may include mathematics, science or bilingual education. After five years of 
service in a qualified teaching position, 100 percent of the loan may be subject to cancellation.

Additional careers that may lead to Perkins loan cancellations include: firefighters, workers at social services agencies, law 
enforcement officers, nurses, public defenders, volunteers or military service workers. The amount of the loan that may be 
cancelled is based on years of service in these positions. A chart is available on the Student Aid website. 

A borrower may have his or her Perkins loan discharged if the school he or she attended has closed before classes were 
completed or if dealing with bankruptcy. A loan may also be discharged if a permanent disability occurs, or the borrower 
becomes deceased. 

To apply for loan cancellation or discharge, a borrower should contact the school he or she attended and follow the procedures, 
which may include completing and submitting forms and providing proof of service or hardship.
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Chart: Higher Education 
Enrollment Rates in California 

Enrollment in California’s colleges, as viewed over time, indicates that initially there was a steady increase in enrollment 
numbers since the lowest enrollment point in 2003. California universities experienced a gradual increase thereafter, until 
2007. The enrollment rate rose from 53 percent to 58 percent from 2003 to 2007, but then began to see little to no increase. The 
stagnation is due to many factors, including fear of student loan debt, cost of attendance, selectivity of California universities 
and students opting to attend more affordable out-of-state schools. The three most competitive universities include Berkeley, 
UCLA and UC San Diego. The UCLA is also the largest college in the state.
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Scholarship Opportunities 
in California

For many who wish to pursue higher education, the cost may seem daunting. Even with student loans, covering institution fees 
and other expenses can be a struggle for many. The state of California has many scholarship opportunities available for those 
in need of financial support. In terms of eligibility to receive them, scholarships are divided into several categories. Applicants 
might be accepted as a result of great financial need, for example, or as a reward for academic excellence. Other scholarships 
are available to those from underprivileged or minority groups. A number of scholarships have been set up to benefit those 
intending to enter a particular career field. Several colleges and universities have scholarship programs dedicated to those 
who apply to the institution, including those based on athletic performance and capabilities. Continue reading for examples of 
each different type of scholarship available in California. 
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Career-Specific Scholarships 
Scholarships are often set up to assist in increasing the 
number of qualified candidates entering an under-filled 
career area or industry. These generally have merit-
based criteria for application. Students receiving these 
scholarships will be required to meet the standards for 
eligibility outlined in the scholarships guidelines. They 
often require a commitment from the applicant to pursue 
a career in the relevant field for a certain number of years. 
Often, the scholarship will only be available at certain 
participating schools. Some examples include:

The Larry Acterman Public education 
award is a scholarship available to those 
studying to become teachers at public 
schools. It is available to students from 
the Long Beach Unified School District.\

The Ken Inouye Scholarship, for students of 
ethnic minority majoring in journalism, is only 
available to those from Orange, Los Angeles 
and Ventura County.

The California Society of Certified Public 
Accountants, or CalCPA, has various 
scholarships available to its student members 
who wish to pursue a career in accounting.

The National Restaurant Association 
Educational Foundation’s Al Schuman Ecolab 
Entrepreneurial Scholarship is available at 
the California State Polytechnic University in 
Pomona to students studying foodservice, 
hospitality or a restaurant-related major.

The Butrimovitz Family Endowment fund 
is for those in traditional Jewish education 
who demonstrate a financial need and are 
residents of Marin, Sonoma, San Mateo or San 
Francisco County.

Population-Specific Scholarships 
Some scholarships are established in order to benefit 
those belonging to specific population groups. This might 
relate to an applicant’s gender, ethnicity or religion. The 
scholarship might also be restricted to those who meet 
merit requirements or to those who reside or study in a 
certain area. The rules may also specify the field of study. 
A few examples of these types of scholarships are:

Need-Based Scholarships in California
There are many scholarships available to meet the needs 
of those who are severely lacking in finances. While some 
are also dependent on the applicant meeting certain merit-
based criteria, some are available solely based on financial 
need. For example:

California’s Middle Class Scholarship

The Pell Grant (federal)

The University of California’s Blue and Gold 
Opportunity Plan

The Federal Supplemental Educational 
Opportunity Grant 
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The Berkeley Undergraduate Scholarship, 
based on financial need and ability to meet GPA 
requirements

SCions scholarship for students enrolling 
in the University of Southern California 
and who are related to USC alumni  

The Ellen and Roger Revelle Scholarship, 
available to University of California San Diego 
freshmen

Army ROTC Scholarship

Federal Pell Grant 

Afghanistan and Iraq Service Grant

GI Bill benefits

Navy ROTC Scholarship

Air Force ROTC Scholarship (available to 
those studying foreign languages or technical 
subjects)

NROTC Marine Option Scholarship 

Military Scholarships in California
Grants for active and veteran military personnel, as well as 
their families, are available for many schools throughout 
California. In order to be eligible, candidates must be or 
have been enrolled in a military branch. The scholarships 
are then distributed on the basis of merit. These include:

Veterans and their dependents are also eligible for certain 
scholarships. If you are the dependent of a service member 
who died in Afghanistan or Iraq, you could be eligible for 
one of the following: 

Institutional Scholarships in California
Many institutions of higher education in California have 
scholarship programs. While applicants are generally 
assessed according to their financial needs, there will 
often be expectations of certain levels of academic merit 
also. Some examples of institutional scholarships include:

Of course, there are also many athletic scholarships 
available at various universities throughout the state, each 
with their own requirements. Each university’s website 
should have a full list of scholarships available. 
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10 Benefits You Can Take 
Advantage of With a Student ID

Aside from identifying you as a college 
student, your student ID can save you 
money if you know where to use it.

There are dozens of discounts that are offered each year 
to students, primarily those enrolled in college. Local 
merchants who have their businesses in a college town 
know that students do not always have a lot of money and 
what funds students do have, they may be hesitant to part 
with. Offering discounts, savings and special bargains is a 
way to incentivize students to utilize their services, often 
at a significantly lowered rate. Here are some of the best 
ways to leverage the power of your student ID card. 

Discount Rates for Students on 
Technology and Software
Most universities offer students significant discounts when 
they purchase software packages that will assist with their 
academic career. Most often, the programs are Office 
Suite products or Adobe programs. Many companies, such 
as Apple, offer discounts on computers and electronic 
tablets. Each university has a policy concerning this and 
many times will alert students to these discounts at the 
beginning of the fall term each year. 

Entertainment Discounts for Students 
with ID
Most vendors in larger metropolitan areas offer student 
discounts to movie theaters and sporting events. Concert 
tickets, restaurants and game-based venues such as 
bowling alleys often have discounts for students. 

Student Discounts on Transportation
Student ID cards can be used for several transportation 
options. Most college towns have an agreement with the 
local public transit system, enabling students to ride for 
free or low cost. Greyhound, Amtrak and Coach all offer 
student discounts. 

Travel Discounts for Students
Feel like going to Europe this summer? Rail Europe offers 
discounts to students between 16 and 25 years of age. 
Many travel companies cater to the younger student 
traveler and offer deals on hotels, hostels and flights. STA 
Travel and Choice Hotels are examples of such companies 
that offer student discounts. Many of these companies 
that cater to students will often require that the student 
enroll in one of their student discount programs, but in 
most cases enrollment is free. 
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Get A Deal on Magazines and Books 
with a Student ID
The key to getting a discount on magazines and books is to 
ask for a student or educational discount before shopping. 
Many online magazines, like the New York Times for 
example, offer a discount if the college email is provided. 
Many large bookstores offer a discount, on average about 
15 percent, for college students when presenting a college 
student ID card. 

The Student ID and Insurance 
Companies
Need a lower insurance rate? Most insurance companies 
offer reduced premium charges if the student is making 
good grades. If the student is making a 3.0 GPA, then many 
insurance companies will offer up to 25 percent off. 

Cell Phone Discounts with Student ID
Many cell phone carriers have begun to offer discounts for 
students who have their own plans. The main carriers that 
participate currently are AT&T, Verizon and Sprint. Each 
carrier has limitations and requirements, so students will 
have to speak with the carrier directly to find out about the 
programs offered. 

Retail Discounts for Students with ID
Retailers want to attract young shoppers because they 
know that establishing a relationship with shoppers 
early on in their young adulthood can translate into years 
of repeat patronage. To that end, many retailers offer 
discounts. Amazon.com, for example, offers a discount on 
prime service, while students who want to ship something 
home can use FedEX at a 20 percent discount. Many 
truck rental services also offer reduced rates for college 
students because they know that students move regularly. 

Restaurants Offer Discounts for 
Students with ID
Some restaurants will take off anywhere from 10 to 25 
percent off the total bill for students who present ID. 

Discounts will vary from one college town to the next, but 
most of the larger franchise restaurants and fast food 
chains offer reduced rates for students. 

Fitness Clubs and Health Benefits for 
Students
While most campus gyms and fitness centers are free to 
students, there are off campus gyms that offer students 
discounts. Some of the more popular, such as Gold’s 
Gym and 24 Hour Fitness offer student discounts in most 
locations (it can vary from one location to the next). Most 
universities also offer free or low cost medical services 
and many larger campuses offer health insurance at a 
reduced rate for students. These programs can offer 
better coverage, in many cases, than the plan the student 
is currently on. 

Student ID cards can be more than a way to identify a 
student while attending school. The ID card can literally 
save the savvy student hundreds of dollars each year in 
savings, reduced costs and discounts. 
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Work Opportunity Tax Credits 
in California 

The Work Opportunity Tax Credit (WOTC) is federally funded, and is administered in California by the Employment Development 
Department (EDD). The program offers a tax credit to employers for hiring employees from specific target groups within the 
state. To take advantage of the tax incentive, employers must be eligible for the program and apply to receive the credit. To 
learn more about the benefits of the WOTC program in California, how employers and employees are eligible and what tax 
credits are available, review the following information.
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Benefits of the WOTC Program
Eligible employers that hire employees from specific 
target groups who face adversity and may struggle to 
find employment are awarded with a tax credit through 
the WOTC program. This incentivizes employers to hire 
employees with different characteristics they may not 
have considered before, giving new employees the chance 
to become finically independent. The employers benefit 
both by diversifying their staff and receiving tax credits.

Employees benefit from the WOTC program because 
they are given more chances at employment. With 
steady employment, they can maintain self-sufficiency 
and economic development. Employees quickly become 
contributing members of society who pay taxes and no 
longer need public assistance.

Employers benefit from the WOTC program by hiring and 
training new types of employees. They also receive a tax 
credit of up to $9,600 for hiring employees from specific 
target groups. There are several types of target groups that 
qualify an employer for a tax credit and the amount of tax 
incentive offered to an eligible employer varies depending 
on the target group an employee is hired from and how 
long he or she remains employed. 

Eligibility for the WOTC Program
To receive a tax incentive through the WOTC program, 
an employer must meet the program’s eligibility criteria. 
Employees hired must be from specific target groups and 
also meet the program’s eligibility factors.

Eligibility for Employers

To enroll in the WOTC program, an employer must hire an 
employee who is eligible for the program that falls within 
one or more target groups. The employee must be willing 
to complete a Pre-Screening Notice and Certification 
Request for the Work Opportunity Credit (IRS Form 8850) 
on the day or the day after he or she is hired. An employee 
is not legally required to complete the certification form, 
and if he or she refuses, the employer forfeits eligibility for 
the program. An employee may already have a Conditional 
Certification, Work Opportunity Tax Credit (ETA Form 

9062), which means he or she is already qualified and the 
EDD has identified him or her as the member of a target 
group. If a certification is successfully completed, the 
employer needs return it to the EDD as soon as possible. 

An employer with 25 or more employees must enroll 
in Employer Services Online with the EDD to submit 
certification for the tax credit. Employers with 24 or less 
employees may also submit certifications online, or the 
certifications can be mailed to:

WOTC Center,
901 50th Street,
Sacramento, CA 95817

At least one employee certification is required for the 
employer to be eligible for tax incentives from the WOTC 
program.

Eligibility for Employees

To allow an employer to qualify for a WOTC program tax 
credit, an employee must be a member of a target group 
established by the EDD. These target groups include:

Group A - Short-Term Recipients of Temporary 
Assistance to Needy Families (TANF):

A resident who received TANF benefits for nine months 
out of the past 18-month period directly before the hire 
date.

https://www.irs.gov/pub/irs-pdf/f8850.pdf
https://www.irs.gov/pub/irs-pdf/f8850.pdf
https://www.doleta.gov/business/incentives/opptax/PDF/ETA_Form_9062_FINAL_(exprires_January_31,2020).pdf
https://www.doleta.gov/business/incentives/opptax/PDF/ETA_Form_9062_FINAL_(exprires_January_31,2020).pdf
https://www.doleta.gov/business/incentives/opptax/PDF/ETA_Form_9062_FINAL_(exprires_January_31,2020).pdf
http://www.edd.ca.gov/About_EDD/Employer_Services_Online.htm
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Group B – Veterans:

According to the WOTC program, a veteran is defined as 
a person who has served on active duty in the U.S. Armed 
Forces for at least 180 days, not including training, or who 
was discharged from the military due to a disability. The 
active duty period cannot be more than 90 days, and must 
have ended within 60 days of the hiring date. The veteran 
must also meet one of the following criteria:

Be a member of a family that received 
Supplemental Nutrition Assistance Program 
(SNAP) benefits for three months within the 
15-month period before the hire date

Be unemployed for at least six months before 
the hire date and receive compensation for a 
service-related disability

Hired within one year of military discharge 
due to a disability in which he or she receives 
compensation

Be unemployed for at least four weeks – but no 
longer than six months – within one year before 
the hire date

Be unemployed for at least six months in the 
year before the hire date

Group C – Ex-Felons:

A qualified ex-felon was convicted of a felony under any 
statute within the United States. He or she must be hired 
within one year after the conviction date or the date he or 
she was released from prison, if time was served.

Group D - Designated Community Residents:

Residents 18 through 39 years of age who are living in 
designated Federal Empowerment Zones (EZs) or Rural 
Renewal Counties (RRCs) on the hire date. Currently, 
California has no designated EZs or RRCs. 

Group E - Vocational Rehabilitation Referrals:

A resident who is hired within two years of receiving services 
for a physical or mental disability that substantially hinders 
employment.

Group F - Summer Youth Employees:

A resident 16 to 17 years of age who lives in an EZ or RRC 
area who has not been employed by the same employer 
prior to the May 1 and September 15 period.

Group G - Food Stamp (SNAP) Recipients:

Residents 18 through 39 years of age who are members 
of a family that received SNAP benefits for six months 
consecutively before the hire date. A resident who qualifies 
as an able-bodied adult without dependent (ABAWD) 
and received SNAP benefits at least three out of the five 
months before the hire date.

Group H - Supplemental Security Income Recipients:

A resident receiving Supplemental Security Income (SSI) 
payments for at least a month within 60 days of the hire 
date.

Group I - Long-Term Family Assistance Recipients:

A resident who received TANF benefits for at least 18 
consecutive months before the hire date, or who received 
TANF benefits for non-consecutive 18 months (beginning 
after August 5, 1997), and benefits ended less than two 
years before the hire date. Additionally, a resident who is 
no longer eligible for TANF and is hired within two years of 
non-eligibility.

Group L - Long-Term Unemployment Recipients:

A resident who has been unemployed for at least 27 
consecutive weeks and received federal unemployment 
compensation within this time period.

Former employees who have been rehired are not eligible 
for certification. Family members (including in-laws) 
related to the employer are also not eligible.
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WOTC Program Tax Credits
Once an employer has submitted certification proving an employee is within a target group, the employer will receive a WOTC 
Certification (Form DE 8727), if qualified for the WOTC program. For most target groups, an employer will receive a maximum 
tax credit of 40 percent on the employee’s first year of wages up to $6,000, or $2,400 for one year. 

For a disabled veteran hired within one year of discharge (refer to target group B, subgroup B), the 40 percent tax credit is 
applicable up to $12,000 or $4,800 for one year. Disabled veterans unemployed six months or more (refer to target group 
B, subgroup C) qualify the employer for a 40 percent tax credit on $24,000 of first year wages, or $9,600 for one year. An 
unemployed veteran (refer to target group B, subgroup E) qualifies an employer for a 40 percent tax credit on first year wages 
of $14,000 or less, or $5,600 for the year.
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Work Opportunities to Take 
Advantage of as a Student 

There are two universally accepted 
assumptions about college students.

One, that college students are always looking for ways to 
improve their odds of getting a job once they graduate. Two, 
students are always looking for a way to make money or 
save money while attending school. Most universities are 
very aware of these situations and offer career counseling 
services on campus. Through these centers, students 
can learn about work study programs, part-time work, 
internships and alumni who are looking for assistants. Any 
or all of these afford the college student the chance to gain 
valuable experience that would look good on a resume as 
well as offer some form of compensation for the time 
invested. Not all work opportunities will be a good fit for 
every student, so determining which situation works best 
is critical to making a good decision. 

What are work study programs in 
California?
Federally funded work-study programs partner students 
who want to work with employers who need workers.  This 
program is also supplemented in part by the state and, 
depending on the employer, the worker could be offered not 
only a salary, but also retirement savings and other perks. 
Work-study programs are only assigned to students who 
have qualified through FAFSA and indicate financial need. 
Students who qualify are given a listing of employers who 
are interested in taking on work-study student workers. The 
student is responsible for making contact and applying. 
Currently, the Department of Education states that more 
than 3,000 colleges in the U.S. have work-study programs. 

How to Apply for a Work Study Program
Students must elect work study programs when they fill 
out the Free Application for Student Aid (FAFSA). Many 
work-study programs are issued on a first-come, first-
served basis, so students who feel they may qualify should 
submit their application as soon as it is made available 
(usually in October). Selecting the work-study option does 
not obligate the student to accept work if he or she decides 
that the jobs offered are unsuitable or conflict with a class 
schedule. 

https://studentaid.ed.gov/sa/types/work-study
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What is an internship? 
Often, employers will offer students entry-level work in 
their industry so that the student can learn about the work, 
gain useful experience and, in some cases, make money 
while doing it. Not all internships are paid, so it is important 
to inquire if the compensation is not listed. In some cases, 
the business may provide only a stipend. Most internships 
are short-term employment, usually between four to six 
months. Many internships are offered only during the 
summer, which makes them particularly easy for students 
to take advantage of. One of the largest benefits, aside 
from the hands-on experience in their intended field, is that 
outstanding interns may be offered full-time employment 
once the student’s schooling is completed. 

How to Get an Internship in California

Most university career centers produce a listing for 
internships, but there are many other online sources for 
finding internships. The key to evaluating internships 
is determining if the position is for a company that has 
a credible track record, is in a field that the student is 
interested in and has a history of hiring and treating interns 
fairly. Getting an internship is very much like applying for 
a job, in that the student should have a resume and cover 
letter created prior to applying for an internship. Many job 
fairs offer internship opportunities as well. 

Part-Time Work as a Student

The key to having a part-time job while remaining a full-
time student is all about balance. The primary goal is to 
obtain the degree and if the job detracts from than, then 
employment should be reconsidered. Most college towns 
have employers who routinely employ college students 
and understand that they will need to be flexible when it 
comes to providing schedules that do not conflict with 
class schedules and will often accommodate students 
during finals week. Finding an employer who is willing to 
work with a student in this way will make the part-time 
work less stressful. 

How to Find Part-Time Student Work
Major universities often post job listings for students via 
campus notices. Additionally, a key factor to finding a great 
part-time job is for the student to let as many people as 
possible know that he or she is looking for a job. Speaking 
to advisors within the student’s department of study as 
well as making an appointment to speak with someone 
at the career center or financial aid are very good ways 
to network and make connections that could lead to very 
promising work.  

Students who are considering any type of work outside of 
the classroom will need to consider the time versus studies 
factor. How much time does the current class schedule 
demand? How much time is available for work each week? 
How flexible is the employer required to be regarding work 
hours? The time involved is a common worry among 
college students who are considering taking on a part-time 
job, internship or work study. While working for an employer 
in this capacity can gain the student valuable experience 
and financial rewards, if the student is not able to complete 
his or her academic duties, then the experience can work 
against the student as well. Students should carefully 
consider whether they have the necessary time and self-
discipline to take on a job or internship before applying and 
committing to the work. A great internship or part-time job 
can provide a valuable foundation for a future career and 
those who are able to juggle it can benefit greatly. 
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Top Part-Time Job Opportunities 
for College Students 

Whether you plan to go to college 
straight after finishing high school or 
you are returning to education later in 
life, supplementing your studies with 
some part-time income can be helpful 
financially. 

It also has the advantage of providing valuable experience 
for your resume, which could be extremely useful when 
looking for full-time employment further down the line. 
However, finding employment that is flexible enough to fit 
around the college academic year, pays well and makes 
the most of your skills and interests can be challenging. 

The good news is that if you know where to look, there are 
some excellent opportunities out there. Read on for the very 
best in part-time job opportunities for college students. 
Whether you are looking to work from the comfort of your 
home or in a social environment, there is something here 
for everyone.

Teaching Assistant
Teaching assistant roles are generally reserved for 
upperclassman, who provide support and assistance 
in some of the larger freshman seminar classes. 
Responsibilities may include being present when exams 
are taking place, distributing handouts and collecting work 
from students. The advantage of this role is that it takes 
place right on campus and it gives you the opportunity to 
observe some potentially informative class content. If you 
are interested in working as a teaching assistant, a good 

place to start is to speak with your freshman professors 
to see what opportunities they may have coming up in the 
next few months.

Childcare
If you have younger siblings at home or have worked with 
children in the past, then childcare could be a great, flexible 
and potentially well-paid option for you. As a nanny, you 
will have the responsibility of caring for a person’s children 
while they are at work, typically during standard business 
hours. Babysitters take care of children when parents have 
free time, so this will likely involve a willingness to work 
in the evenings or on weekends. These roles can be well 
paid and offer great flexibility. Look online or in the local 
classifieds to see if any families have placed an ad for 
a nanny or babysitter. You can also place an ad offering 
your childcare services. Be sure to include details of any 
experience to date, as this will make you a more attractive 
candidate.
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Freelance Writer
For those who are confident at writing on a broad range of subjects and can manage quick turnarounds, there is a surprising 
amount of freelance writing work available online. You can pick and choose the topics you want to write about and take on 
whatever amount of work will fit around your schedule. There are many websites providing freelance writing job listings and 
new assignments come up every day. If you keep your ear to the ground, this really can be a lucrative and varied job opportunity. 

Lifeguard
Whether working at the nearby beach or public pool, this work is ideal for those who enjoy being outside, are athletic and 
interested in promoting safety in the water. During the summer months, there can be a high number of lifeguard positions 
available along the coasts. If you can demonstrate you have lifeguard training and experience, check the local classifieds and 
visit the city’s marine safety website to see how you might be able to gain this sort of work.

Online Researcher
For those with an interest in business, online researcher roles are generally well paid and look great on your resume. Good 
research skills are essential, as is the ability to use the web to source top quality content that will aid and assist clients in 
various ways. This work is generally completed at home on a freelance basis, so you are best to check online job websites to 
look for openings.

Office Assistant or Administrator
Office-based companies will often be on the lookout for temporary assistants or administrators to complete straightforward 
duties such as data entry, processing mail or answering the phone. More importantly, if you select a company that you wish 
to work for once you graduate, this will give you a foot in the door to becoming a full-time employee. Researching local 
companies that you are interested in seeking work with later will be important. Or if you are more interested in this on a short-
term basis, sign up with a local temping agency. Alternatively, ask your campus administration department to see if they have 
any job openings available on campus.
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Unemployment Insurance 
in California 

Before an applicant can apply for Unemployment Insurance (UI) in the state of California, he or she must know if about the 
benefits eligibility requirements. Many aspects including past wages, willingness to work and the reason for leaving the last 
place of employment will be looked at to determine an applicant’s eligibility. Ex-service members and federal employees will 
need to know about how the requirements for receiving unemployment support may be different for them in comparison to 
average applicants. All applicants and beneficiaries must know about the types of unemployment claims available in California 
and who can apply for them. 

After learning about qualifications for Unemployment Insurance, an applicant will need to know how to fill out the application 
and what details are required. Since not all applicants will be accepted, applicants will need to know how to appeal rejection 
from the program. In certain cases, applicants will need to submit to phone interviews to verify eligibility for unemployment 
benefits. It is important for all applicants to know how to properly prepare for this interview. 

Lastly, those accepted will need to know how they receive their benefits and how an EDD card works. All those applying to the 
program will need to know how long their benefits can last and how their benefits amounts are determined. Continue on to the 
following sections to learn more about UI in California. 
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California Cities 
Unemployment Rates

California’s economy has struggled for many years, but has begun to see a recovery. In 2017, California’s unemployment rate 
has been approximately 4.8 percent, the lowest since 2006 when it was 4.9 percent. Unemployment data suggests that the 
lowest unemployment rates are in Marin, Napa, Orange, San Francisco, San Luis Obispo, San Mateo and Sonoma counties. 
These counties have unemployment rates well below California’s unemployment rate, averaging 3.5 percent. The counties 
with the largest workforce include Alameda, Contra Costa, Fresno, Kern, Los Angeles, Merced, Monterey, Orange, Riverside 
and Sacramento. The largest employers in California are in the IT, aerospace, health care, energy and defense industries as 
well as work at California colleges and universities. 
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Eligibility for Unemployment 
Insurance in California 

Unemployment Insurance operates as a 
form of government benefits for eligible 
applicants who are not working full-time.

cannot claim unemployment benefits. The applicants 
also must be physically capable of working, have enough 
availability in their schedules for employment and be ready 
and willing to work as soon as a job offer is made. Note 
that an applicant cannot refuse an offer of employment 
while receiving Unemployment Insurance. 

Applicants are required to actively look for work each 
week that they receive benefits. Applicants must also 
be unemployed or underemployed through no fault of 
their own. Those who have been laid off due to their 
employers downsizing their companies will be qualified for 
unemployment support.

Who does not qualify for California 
Unemployment benefits? 
Those who did not earn enough income in their date 
ranges to qualify for Unemployment Insurance will not be 

Every state in the nation has its own unemployment 
program. In California, the Employment Development 
Department (EDD) manages all applications seeking 
assistance from the unemployed program. California 
allows qualified applicants to receive benefits for up to 
26 weeks. Beneficiaries can receive between $40 to $450 
a week in benefits if they are accepted into the program. 
Not everyone in the state of California will be eligible for 
enrollment in Unemployment Insurance. To find out who 
can and cannot be accepted into the program, be sure to 
read all the information on this page. 

Who can qualify for Unemployment 
Insurance in California?
The first item of information that the EDD will need to 
know about you is how much you earned in the last 12 
months. In certain cases, the EDD will need to know about 
wages from 15 months prior. For example, if an applicant 
is applying in April, the application will ask for information 
on earnings from January 1st to December 31st of the last 
year. Once this date range has been established, it will be 
used to see if the applicant has met the minimum amount 
of income needed to claim benefits. If the applicant has 
more than one employer, he or she will need to list all 
wages earned from all employers. 

All Unemployment Insurance applicants must be 
completely or partially unemployed. Those who work part-
time or experienced a decrease in hours worked may be 
eligible for benefits as well. However, full-time workers 
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enrolled. Those who work full-time or are not available or 
willing to work will also not qualify. Those with a disability 
or an injury that keeps them from doing all types of work 
may not be eligible for unemployment. However, disability 
benefits may be available to them. 

If you quit, were fired or could not work as the result of 
a labor dispute or a strike, you will need to have a phone 
interview before you can continue the application process. 
If you had to resign your position because of harassment, 
discrimination, an unsafe work environment or employer 
fraud, you may still be able to receive benefits. An EDD 
employee will have to verify your reasons for leaving your 
past employer in the phone interview. If you left of your 
own accord and not because of one of the reasons listed 
above, you will not be qualified for employment support.

If you were fired because you lacked the skill to do the job 
as needed, you can apply for Unemployment Insurance. 
However, if you were fired for misconduct, you will not be 
eligible. 

Former military personnel can receive unemployment 
benefits if they have been let go from the military through no 
fault of their own or are experiencing a reduction in hours. 
Ex-service members will need to provide documentation of 
their discharges or releases with the DD Form 214, NOAA 
Form 56-16 or Orders of Release and Orders to Report. 
Service members who were dishonorably discharged or 
on terminal leave cannot receive unemployment help. Ex-
service members cannot apply if they have not been active 
in the military for more than 18 months. Former military 
members may go to their local Veteran Affairs medical 
centers for help if they are unemployed, but have been 
discharged for more than 18 months. 

Federal employees can apply for Unemployment 
Insurance as long as they meet the same requirements 
listed above. Yet, a government shutdown due to a federal 
budget dispute can affect how a federal employee receives 
benefits. If a federal employee is not being paid during a 
shutdown, he or she can apply for unemployment benefits. 
If a federal employee is paid during a shutdown but then 
loses his or her job, the amount paid during the shutdown 
will need to be listed on the application. 

How to Determine Acceptance into UI
If your application requires a phone interview, you will 
receive the Notification of Unemployment Insurance 
Benefits Eligibility Interview form in the mail. If your claim 
has been received and determined ineligible, you will receive 
a Notice of Determination in the mail. You have the right 
to appeal this decision within 30 days of the mailing date 
of the Notice of Determination. You must mail the Appeal 
Form (DE 1000M) to the EDD with a letter explaining why 
you disagree with the decision. The letter and form must 
contain your legal name and your Social Security Number. 

If you have been accepted, a letter explaining your status 
will be sent to you. 

How to Maintain Eligibility After Being 
Accepted
As mentioned above, every applicant must be looking 
for work each week he or she receives Unemployment 
Insurance. To verify this, each beneficiary must certify that 
he or she is actively looking for work. This can be done 
in one of three ways. The first way is to log on to the UI 
Online account. This is the same place you can apply for 
unemployment support online. The account will prompt 
you on how to certify your eligibility. 

The second option allows beneficiaries to use the phone 
to certify their eligibility. The EDD Tele-Cert line can be 
reached at: 866-333-4606. The third option allows any 
beneficiary to use the print form, Continued Claim Form 
(DE 4581) to certify his or her eligibility. This needs to be 
done every two weeks, and will provide documentation 
for every week that the beneficiary has received benefits. 
Not looking for work each week will cause your claim to 
be closed. It is highly recommended that each beneficiary 
keeps records of all applications submitted and interviews 
attended while receiving Unemployment. 

If you are not receiving benefits after 10 days of certifying 
your eligibility, you may be requested to submit to another 
phone interview to verify that you are actively looking for 
employment. 
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The Unemployment Rate in 
California Throughout the Years 

Like all states, California continues to struggle to find the balance between adding new jobs and those willing to gain employment 
in those sectors. Still, the state has steadily reduced the unemployment rate consistently since the housing bubble crisis in 
2009. California continues to increase employment opportunities. The current jobless rate in the state, as of June 2017, is 
4.7 percent, which is still higher than the national rate of 4.4 percent. Many analysts state that this number is due to the fact 
that California raised its minimum wage to $10.50 at the beginning of the year, which caused a chain reaction especially 
among smaller companies and businesses. The retail and hospitality industries as well as small businesses in general were 
his hardest. Unemployment peaked in 2010 with approximately 16 million residents employed out of a labor force of over 18 
million, which is a 12.2 percent unemployment rate. Presently, over 18 of 19 million workers in the CA workforce are employed.   
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How to Apply for Unemployment 
Insurance in California 

Unemployment Insurance is a government benefits program that seeks to help those who have lost employment stay 
financially stable while looking for new job opportunities. This program is also available for those who have experienced a 
cut in hours but have not lost employment, entirely. In California, Unemployment Insurance is managed by the Employment 
Development Department (EDD). This department is responsible for processing applications for Unemployment Insurance 
(UI) and providing those who have been accepted with their benefits. To learn more about how you can apply and what 
information and documentation the application process will require, read the rest of the information provided below. 
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How to Apply for California 
Unemployment Insurance
There are several methods in which to apply for 
Unemployment Insurance in California: online, by phone, 
through fax or via mail. The most popular and quickest 
option is the online application. This is provided by the 
UI Online system. If you are new to the UI Online system, 
you first must create a UI Online account. From there, you 
can fill out the application as prompted for unemployment 
benefits. If you wish to reopen an unemployment claim, 
you may do so through this online account, as well.

While the online option may be convenient, it may not be 
the best choice for those who may not know how to use 
computers or do not have regular access to them. Because 
of this, there are several other options when it comes to 
applying for UI. 

The California EDD also allows benefit seekers to apply 
by using the telephone. To file a claim, English speakers 
should call the following number: 800-300-5616. Spanish 
speakers may call this number: 800-326-8937. Those 
who need assistance in Chinese may call: 800-547-3506. 
Vietnamese speakers can call this number for help: 800-
547-2058. Live representatives are only available Monday 
through Friday, from 8 a.m. to 12 p.m. Pacific Time, except 
for state holidays. To get general details about the program 
at any time of day, English or Spanish speakers can call: 
866-333-4606.

Applicants may also print the form from the EDD’s website 
and fill it out by hand. This document can then be faxed to: 
866-215-9159. It can also be mailed (with extra postage) 
to this address:

Employment Development Department
P.O. Box 12906
Oakland, CA 94604 

Note that there will be a different form for those who are 
ex-service members of the U.S. military. Also, every two 
weeks, you will have to certify that you are still meeting 
program requirements for enrollment in the unemployment 
program. You can do this by using the UI Online account 

or by calling the EDD Tele-Cert service. You can also fill 
out the Continuing Claim form. If you miss certifying your 
eligibility, even once, your claim will become inactive. You 
will have to reapply to reopen your claim through one of 
the methods listed above. 

California Unemployment Insurance 
Application Information 
In the state of California, most applicants can receive 
between $40 and $450 a week in Unemployment Insurance, 
for up to 26 weeks. However, not everyone can be eligible 
for these benefits. Those in need of benefits after losing 
employment or experiencing a cut in hours will need to fill 
out the application for UI coverage, first. 

The application for claiming Unemployment Insurance will 
require you to give a lot of personal information, as well as 
details about your employment history. The application will 
ask for your Social Security Number, your legal name and 
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any prior names, such as your maiden name, and your driver’s license or ID card number. If you are not a citizen, you will need 
to give your Alien registration number and expiration date. You will also need to list a phone number and an address for the 
EDD to contact you. As some important details will be sent to you via mail, be sure you are giving the correct and most current 
address to the EDD. 

The employment information you need to include will involve detailing the company’s name, address, phone number and the 
name of your immediate superior. You will also have to note the reason you experienced a cutback in working hours or a loss 
of employment. You will need to give information on all other employers you have had in the last 18 months. This includes 
giving information on the name of the company, your start and end dates with each place of employment and how your wages 
were paid to you (monthly, weekly, hourly, etc.). You may also need to know if you were a full-time or part-time worker with 
your past employers. 

When giving information about each company for which you have worked, be sure to list the company’s name as it appears 
on either the W-2 form or on your paystubs. Certain businesses use a different name for their payroll services, especially if 
another company owns the company you worked for, so be sure you are putting the correct business name on the application. 

The reason why the Employment Development Department requires so much information is to make sure all those who are in 
need of unemployment benefits receive them and to protect the system against fraudulent claims. 

Not everyone who applies for Unemployment Insurance in California will receive benefits from this program, as there are 
certain eligibility requirements that applicants must meet before their claims can be activated by the EDD. 

Required Documents for the Unemployment Insurance Application
If you do not know your Social Security Number from memory, you will need to find your Social Security card before continuing 
with the application. Former military personnel will need to provide DD Form 214 if they have served in the last 18 months. The 
NOAA Form 56-16, Orders to Report or Orders to Release can be used instead of the DD Form 214, if necessary.

If there are certain reasons that you cannot work full-time, such as an injury or disability, you will have to provide documents 
detailing your particular medical situation. 

Note: All employers are required by California law to provide information on Unemployment Insurance in booklet form called 
For Your Benefit: California’s Programs for the Unemployed (DE 2320). 
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How to Prepare for the 
Unemployment Insurance 
Interview in California 

Many applicants will be required to participate in phone 
interviews that will help determine their enrollment in the 
unemployment program. Unemployment Insurance in the 
state of California is meant to aid those who are not working 
full-time due to no fault of their own, including those who 
have had their hours reduced, been laid off, fired for lack of 
skills or quit due to harassment, discrimination, dangerous 
working conditions or employer fraud. Those who quit for 
other reasons or were fired because of misconduct will 
not be able to receive unemployment benefits. To verify 
that an applicant has left his or her former employer for 
one of these approved reasons, the State of California’s 
Employment Development Department (EDD) will ask 
certain applicants to submit to phone interviews. 

What will a phone interview determine?
The unemployment phone interview will determine 
whether the reason an applicant left his or her previous 
position is an eligible reason. The interview will not only 
take in to consideration what the applicant said about the 
reason for leaving but an EDD employee will also interview 
the applicant’s former employer. This way, the EDD will be 
aware of any discrepancies between the case made by the 
applicant and the case made by the former employer. 

If a beneficiary is already enrolled in the program and has 
turned down an offer to work, a phone interview will be 
required to verify the reason he or she made that decision. 
EDD employees will first look at the job offer and determine 
if they believe this position was suitable or unsuitable 
for the beneficiary. If deemed suitable by the EDD, the 

beneficiary will have to give evidence that the position that 
was offered was not suitable for him or her. If this reason 
is determined to be insufficient, the beneficiary can lose 
his or her benefits for up to 10 weeks. 

How and when are interviews 
scheduled? 
If an applicant or beneficiary needs to be interviewed 
by the EDD, he or she will receive documentation in the 
mail. The document is formerly called the Notification of 
Unemployment Insurance Benefits Eligibility Interview. This 
document will give you the date and time that someone 
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from the EDD will call you. 

Employers who need to be interviewed will not receive 
notice in the mail. Instead, Department workers will call 
the number the applicant listed on the Unemployment 
Insurance application. As soon as management staff 
is made aware that a former employee will be filing for 
unemployment benefits, they should begin to prepare 
for a potential phone interview. To learn more on how to 
prepare, read the following section. 

What will be asked during the 
unemployment phone interview? 
Unemployment applicants and beneficiaries will be given 
a list of questions that may be asked during the interview. 
These sample questions will be on the Notification of 
Unemployment Insurance Benefits Eligibility Interview 
that will be mailed to them. This will give the applicants 
or beneficiaries time to gather any and all necessary 
documentation for the interview. 

If you are interviewed about why you left your last employer, 
you will need documents about your dismissal or your 
voluntary employment termination. For example, if an 
applicant quits due to harassment, discrimination or fraud, 
he or she should keep emails, memos or other documents 
that prove that employees at the applicant’s former 
company did, in fact harass, discriminate or participate 
in illegal or fraudulent activities. If an applicant made 
consistent efforts to have particular issues addressed, and 
the employer failed to address the issues, the applicant 
should keep records of this. All applicants should know the 
start and end dates of their last positions, and reasons for 
dismissal. If the applicant was let go due to lack of skill 
instead of misconduct, the applicant will need to provide 
proof of this. 

Beneficiaries who are being interviewed about refusing 
an offer to work will need to have a copy of the job offer 
or a description of the position for the interview. The 
beneficiaries will need to explain why the terms of the 
position or job offer are not suitable. Applicants and 
beneficiaries need to make themselves available during 
their given phone interview times. 

All employers should keep good employment records, as 
these records will help employers answer unemployment 
interview questions, or aid them in managing legal disputes 
about termination of employment. If an employee was 
fired, documents will be needed to prove the reason for his 
or her dismissal. It is standard procedure to give warnings 
before terminating an employee. Employers should give 
and keep records of these warnings. Employers should 
conduct and record on-paper exit interviews. These 
interviews can help the EDD employee who is conducting 
the unemployment phone interview better understand the 
reason the applicant left the job. 

All interviewees will be expected to give detailed answers. 
Short or one-word answers will not suffice. If there are 
large differences between what the applicant claims and 
what the former employer claims to be the reason for the 
applicant’s departure from his or her former position, a 
second interview with the applicant and the employer may 
be required. 

Applicants will receive word regarding their enrollment in 
the unemployment program in the mail. 

Additional Information
Ex-service members cannot apply if they have been 
dishonorably discharged or are on terminal leave. Former 
military members should have their DD Form 214, NOAA 
Form 56-16, Orders to Report or Orders of Release on hand 
if they are being interviewed. 

School staff may need to prove that they are not filing 
an unemployment claim during a school recess period 
(e.g. winter break or summer vacation.) They also cannot 
apply for Unemployment Insurance if they have received 
reasonable assurance, which means the school has 
formally notified a school employee that he or she will be 
rehired for the following school year. 

Every two weeks, beneficiaries must certify that they have 
been looking for work each week that they receive benefits. 
If the documentation of their attempts to find work is not 
sufficient enough for the EDD, further phone interviews 
may be requested. 
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Unemployment Insurance 
Benefits in California 

Every state in the nation has some form of unemployment benefits available to certain applicants who meet that state’s 
eligibility requirements. Most states allow those who are working less than full-time or those who have lost employment 
through no fault of their own to receive unemployment support. However, each state has different enrollment criteria and 
application processes, so it is important to know the unique information about California’s unemployment program. To learn 
about what benefits are available to those with an Unemployment Insurance claim in California, continue below.  
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What benefits do you receive from the 
Unemployment Insurance program in 
California?
In general, those who have filed Unemployment Insurance 
claims in California can receive between $40 and $450 per 
week in benefits. This can last for up to 26 weeks, as long 
as the beneficiary continues to be eligible. In certain cases, 
such as in times of high unemployment across the state, 
an extension can be offered that will provide beneficiaries 
with benefits for more than the standard 26 weeks. Also, 
those who are enrolled in an approved training program 
may receive benefits for as long as their training lasts. 

One cannot simply be out of work or work less than 
full-time to receive benefits, as there are more complex 
requirements that come with the California unemployment 
program. Those who are working less than full-time must 
be doing so because of company layoffs. Those who are 
no longer employed must prove that they have lost their 
positions through no fault of their own. This means in 
order to be eligible for benefits, an employee must have 
been laid off, let go due to lack of skill or due to a labor 
dispute or strike. In general, those who have quit cannot 
receive unemployment benefits unless they quit due to 
harassment, discrimination, unsafe working conditions or 
employer fraud. If an unemployment applicant has been 
fired due to misconduct instead of lack of skill, he or she 
will not be eligible for Unemployment Insurance. 

In many cases, applicants will need to take part in a phone 
interview that is conducted by the state of California’s 
Employment Development Department (EDD). An EDD 
employee will oversee this phone interview to determine 
the reason the applicant left his or her last position and 
verify his or her eligibility. The former employer may also 
be called to discuss the reasons the applicant is no longer 
employer at the employer’s establishment.  

Applicants must also be physically able to work, available 
for work, willing to work, looking for employment on a 
weekly basis and willing to accept an offer to work. 

Do certain claimants have different 
eligibility requirements? 
Yes, there are actually several different types of 
unemployment claims available to suit the different types 
of applicants. Those who have recently been released 
from the military will need to prove that they have been 
honorably discharged from the military in the last 18 
months before they can receive unemployment benefits. 
Federal employees who are civilians will need to prove that 
they have been let go for an eligible reason from a federally 
funded government agency. 

There are also restrictions on school employees, as those 
who are or recently were employed at schools will not be 
allowed to apply for Unemployment Insurance if they are 
applying during a recess period such as summer break, 
have received notification that they have a position waiting 
for them in the following school year or have had their 
incomes made up solely by school wages in the last 12 to 
18 months. 

How is the benefit amount determined? 
The amount of benefits received, called the “Weekly 
Benefits Amount,” is determined in a particular way in 
California. Before an applicant can be deemed eligible, his 
or her wages from a certain time period must be looked 
at to determine if he or she earned enough to warrant 
the need for unemployment support. These time periods 
are called based periods of which there are two types: 
Standard Base Period and Alternative Base Period. 

The Standard Base Period looks at wages earned in first 
four of the last five completed calendar quarters (made 
up of three calendar months) prior to the start date of the 
unemployment claim. For example, if you are filing for 
unemployment in January, February or March of 2018, 
the EDD will look at wages earned from October 2016 
to September 2017 to determine your eligibility and your 
benefits amounts. 

However, this base period may not reflect the most current 
wages of the applicant, so the Alternative Base Period may 
be used instead. This means that the last four quarters 
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of the year that have been completed will be examined. 
So, if you are applying in January, February or March of 
2018, wages from January to December of 2017 will be 
reviewed.  

Depending on how much you earned during one of 
these base periods, your Weekly Benefits Amount will be 
determined. However, you will not be able to collect more 
than $450 a week in benefits. 

How do you certify for UI benefits in 
California? 
If you have met all the eligibility requirements and are 
receiving your Weekly Benefits Amount, you will still need 
to prove that you are actively looking for work each week 
that you receive unemployment benefits. Make sure to 
keep documentation of all employment applications you 
submit or interviews you attend while you collect benefits. 
This will make it easier to certify that you have been looking 
for work. 

Every two weeks, you must certify that you have been 
looking for employment weekly. This can be accomplished 
in many ways. The first and simplest way is to use the UI 
Online system and follow the prompts provided on how to 
certify your benefits. The second way is to use the EDD 
Tele-Cert phone number: 866-333-4606. 

For those who prefer mail, print out a copy of the Continued 
Claim Form (DE 4581) and fill it out. Some applicants may 
receive a copy of this form in the mail. Then, they can mail 
it to the following address:

Employment Development Department 
P.O. Box 12906 
Oakland, CA 94604

It is important to know that if you certify your benefits 
more than 14 days after the day you received your last 
benefits amount, you could lose your benefits. This means 
you may have to wait between two to 10 weeks before you 
can reopen your Unemployment Insurance claim and start 
receiving benefits again. 

If the EDD has any questions or concerns about how 
you certified your benefits, an employee may call you for 
another phone interview. 
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EDD Debit Cards in California   

Unemployment Insurance in California is given to eligible applicants who are not working full-time due to no fault of their own. 
For up to 26 weeks, beneficiaries may receive between $40 and $450 in unemployment benefits per week. The Employment 
Development Department (EDD) in California is responsible for managing the unemployment program. The EDD gives all 
unemployment beneficiaries their own EDD debit cards. This card gives the beneficiaries access to their benefits. To learn 
more about how the EDD debit card works, read the sections below. 
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What is the EDD debit card and how 
does it work? 
The Employment Development Department transfers 
benefits from the unemployment program to the EDD 
debit card. This card can also be used for those who are 
receiving benefits from the Disability Insurance program 
(DI) or from Paid Family Leave (PFL). This card is from 
Bank of America, and works in partnership with VISA. The 
card works like a standard debit card and can be used in 
most places any other debit card can be used, like an ATM 
or a checkout terminal. The EDD debit card will require you 
to set up a PIN and use that PIN every time you make a 
purchase or withdraw from an ATM. 

Beneficiaries should activate their cards by going to the 
Bank of America EDD website or calling the EDD at 866-
692-9374. Those with hearing impairments should use 
this number instead: 866-656-5913. This should be done 
as soon as possible to ensure that the beneficiary will 
have access to his or her benefits. In most cases, some or 
all the unemployment benefits due to the beneficiary will 
be available to use with the EDD card within 24 hours of 
activating the card. 

Much like a typical debit card, beneficiaries can set up 
text, email or mail alerts about their balances. Each card 
will expire in three years after its activation. However, it is 
important that you keep this card until the expiration date, 
as you may need benefits in the future, and it will be easier 
for you and for the EDD if you still have your card. Do not 
send unwanted or expired cards to the Bank of America or 
the EDD. 

What are the benefits of using the EDD 
debit card?
The EDD debit card is much easier to use than direct 
deposit or mailed checks for many reasons:

You can receive your benefits almost instantly 
instead of waiting for checks in the mail

You can use the card in all places that accept 
VISA debit cards 

You will not have to pay a fee for cashing checks 

The card can be used at an ATM

The card is more secure than paper checks that 
can be intercepted in the mail

Unlike with the direct deposit option, you will 
not have to update the EDD if you change banks 

https://prepaid.bankofamerica.com/EddCard/Home/Index
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If certain beneficiaries still prefer to use the direct deposit option, this can be set up by visiting the Bank of America website 
or by calling the phone number(s) mentioned above. You will not need to be a customer of Bank of America to set up a direct 
deposit (sometimes called a fund transfer), but you will need a working email address. Direct deposits can be set up to run 
continuously or one at a time. You can stop a direct deposit at any time. Note that the standard method of disrupting benefits 
will be via the EDD debit card, even though the direct deposit option is available.

How to Protect the EDD Debit Card Against Fraud
The EDD debit card should be kept in a safe place, such as a wallet or a purse, at all times. It is recommended that you do not 
frequently move the card from clothing item to clothing item, as it could lead to the card being misplaced, lost or stolen. You 
should never share your PIN. If the card is lost, stolen or damaged, you can request a new one by calling one of the phone 
numbers listed in the first section. In general, you should receive a new card in 7 to 10 business days. Replacing a card does 
not cost you anything, but you can pay a fee to speed up the shipment of your new card. Always inform the Bank of America 
as soon as you can if your card goes missing, or if you think it is being used in a fraudulent way.

No one from the EDD or Bank of America will contact you via phone, email or text and ask for your PIN, Social Security Number 
or debit card number. Any correspondence asking you to do so is likely a scam, and you should not reply. 

If your card is expiring, you will not need to notify the Bank of America or the EDD, as a new card will be sent to you automatically, 
as long as there is over $20 left on the card and there has been financial activity on the card in the last 90 days. If your card 
does not meet these requirements, you must contact Bank of America for a new card. The card will be mailed on the first 
business day of the month the card expires. Allow seven to 10 business days for the card to be delivered. 

If you are waiting for your card to be sent and experience an emergency, you can get an emergency cash transfer. This means 
cash from your EDD card will be deposited into another bank account you use, so you can have access to your benefits 
immediately. This is only available if you are in the United States at the time of the emergency. A fee may apply for this service. 

In most cases, you will not have to pay a fee for using your EDD debit card. However, you will experience fees if you use a non-
Bank of America ATM, use an International ATM or make an International transaction. Please note, you will be given two free 
transactions at any non-Bank of America ATM within a month’s period. If you use those two free transactions, you will have to 
pay the fee associated with those ATMs. 

Details about the use of the EDD debit card is also available in Spanish. 

http://www.edd.ca.gov/About_EDD/The_EDD_Debit_Card_Espanol.htm


California Employment Development and Education Assistance | 55

Types of Unemployment 
Claims in California 

Unemployment Insurance (UI) in California helps those 
who are not working full-time or those who have recently 
lost employment receive financial support. While many 
qualified people can apply for Unemployment Insurance, 
there are different types of unemployment insurance 
claims that correspond with certain populations. For 
example, former military personnel will file claims 
differently than civilian workers. These different types of 
claims also vary in funding sources (federal or state) that 
provide unemployment benefits to those filing claims. 
Read the rest of the details below to find out what types 
of claims for Unemployment Insurance can be filed in 
California. 

Civilian Worker Claims 
Applicants who are not enlisted or were recently enlisted in 
the military will need to file civilian claims, of which there 
are several options. The most common unemployment 
claim is the Regular Unemployment Insurance Claim. This 
claim looks at the income or wages earned by an employer 
who is covered by California UI codes, and bases the 
amount of benefits paid to the applicant on the amount 
earned in a specific time period (often referred to as a 
base period). This claim is generally for those who work 
and live in California, and state funds are used to fund the 
unemployment benefits for this type of claim. 

Interstate claims are for applicants who recently moved to 
California but lost their employment in another state. For 
example, if someone from Nevada moved to California, he 
or she can file a claim against wages lost in Nevada. A 
combined claim is based on the income or earnings from 
two or more states. California can be – but is not required 
to be – one of these states. 

Unemployment Compensation for Federal Employees is a 
claim based on earnings made by a federal employee or a 
former federal employee, such as a worker for the United 
States Postal Service. Unlike the claims mentioned above, 
the benefits provided by this claim will come from the 
federal government. However, state laws about eligibility 
will still apply to federal workers seeking unemployment 
support. 

If a worker was earning wages from multiple sources of 
income, such as working for the military and for a private 
company, he or she will need to file a joint claim. 

Ex-service Member Claims 
Unemployment Compensation for Ex-service Members 
is a type of claim for those who have been released from 
active duty with the United States Military. Much like 
federal employees, these unemployment benefits are 
funded by the federal government, but are subject to the 
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state eligibility requirements. Ex-service members who 
were dishonorably discharged will not be eligible, so all 
ex-service members who wish to apply for Unemployment 
Insurance must produce documented proof of honorable 
discharge from active duty.  

Other Types of Claims 
School Employee Claims follow stricter rules than the 
average claim. Those who work at a public or a private 
nonprofit school can file for Unemployment Insurance 
only if they are not filing during a recess period (like a 
summer break), were only paid school wages in their base 
periods or have been given an offer for employment for the 
following school year. 

Trade Readjustment Allowances are for employees that 
have lost work due to an increase in imports from foreign 
countries. The applicant must prove that this is the reason 
for their loss of work, and will have to complete a training 
course before receiving benefits. 

Work Sharing claims are for employees of approved 
employers whose hours have been reduced. This type of 
claim helps prevent layoffs. To be eligible for this, workers 
must be experiencing between 10 percent and 60 percent 
of a reduction in hours. This reduction in hours must affect 
at least 10 percent of those employed full-time. The Work 
Sharing claim will help employees keep their health and 
retirement benefits, even if they are working less than full-
time. Employers who have questions about this type of 
claim may call this number: 916-464-3343. Employers who 
have questions about Work Sharing can use this number: 
916-464-3300.

The Partial Program also prevents layoffs by giving certain 
employers funds to keep employees on during slow 
business times. Employees can also file for partial claims. 
Both employers and employees can file for partial claims 
with the DE 2063 or DE 2063F forms. 

California Training Benefit (CTB) extension provides 
more benefits than what one would receive if filing for a 
regular unemployment claim. This helps those who lack 
competitive skills for the job marketplace get the training 

they need to find employment. 

Disaster Unemployment Assistance (DUA) provides 
unemployment benefits when a natural disaster has 
caused both employees and those who are self-employed 
from being able to work. Those who are in need of this type 
of Unemployment Insurance can call the following phone 
numbers:

English: 800-300-5616

Spanish: 800-326-8937

Mandarin: 866-303-0706

Cantonese: 800-547-3506

Vietnamese: 800-547-2058

Hearing impaired: 800-815-9387

If you are unable to receive mail about Unemployment 
Insurance because of a natural disaster, you may report to 
your local post office. 

Additional Information
All of these claims are subject to specific eligibility 
requirements. All of these types of claims mentioned 
above can be filed online, by phone, via fax or by mail.  

There is no guarantee that you will receive Unemployment 
Insurance if you file a claim. If you are accepted or denied 
enrollment, you will receive notice in the mail. Oftentimes, 
a phone interview will need to be conducted with the 
employee and the employer to verify the reason for the 
employee’s loss of employment. 

Former employees who are receiving unemployment 
benefits are required to actively look for work each week 
that they receive benefits. The beneficiaries will need to 
certify every two weeks, providing proof that they have 
been seeking employment. Another phone interview may 
be required if the Employment Development Department 
(EDD) needs to clarify when and how the beneficiary has 
been looking for a job. 
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Denial of Unemployment 
Insurance in California 

Unemployment Insurance in California helps those who are not working full-time due to no fault of their own receive government-
supported benefits while they look for work. The unemployment program allows beneficiaries to receive between $40 and 
$450 a week for 26 weeks, as long as they continue to meet eligibility standards. However, it is possible for an unemployment 
applicant or beneficiary to be denied benefits. There are many reasons that this could happen, and there are steps someone 
who has been denied can take. California allows applicants and beneficiaries to file appeals and schedule hearings if they are 
unhappy with the denial of benefits made by the Employment Development Department (EDD). To find out why applicants or 
beneficiaries can be denied benefits and how to appeal a rejection, read the information provided below. 
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The Most Common Reasons Why an 
Unemployment Insurance Application 
is Rejected
While the unemployment program in California can help a 
lot of applicants receive the unemployment benefits they 
need, not everyone who applies will be accepted into the 
program. There are many reasons an applicant may be 
denied Unemployment Insurance, but many of the most 
common reasons have to do with eligibility or seeking 
work. 

Only those who are unemployed through no fault of 
their own can receive Unemployment Insurance. This 
means those who have been let go due to layoffs or labor 
disputes, have been fired for lack of skill or have quit due 
to harassment, discrimination, employer fraud or unsafe 
working conditions may be eligible for unemployment 
support. However, those who have quit for other reasons, 
or have been fired due to misconduct, cannot receive 
benefits. The reason an applicant has left his or her last 
position is determined in a phone interview with both 
the applicant and the employer (these interviews are 
held separately). If an employer can provide proof that 
an applicant left the position on his or her own accord or 
was fired for misconduct, the applicant will most likely be 
rejected. 

Other reasons for a rejection may include being unable, 
unwilling or unavailable to work. The applicant may have 
also not earned enough wages in the last 12 to 18 months 
to warrant the need for unemployment benefits. 

Those who are receiving unemployment benefits are 
required to certify every two weeks that they are actively 
seeking work every week that they receive benefits. If a 
beneficiary does not have enough proof to show that he or 
she is looking for work each week, he or she can be denied 
benefits. 

Note that beneficiaries may stop receiving benefits at any 
time if they choose to do so. The most common reason 
for stopping benefits is that the beneficiary has started 
working again. 

Notice of Unemployment Rejection
If the EDD has decided that you are not eligible for 
unemployment benefits, you will receive a Notice of 
Determination in the mail. This document will list the 
reasons why the EDD made the decision not to enroll you in 
the unemployment program. Each Notice of Determination 
will come with a form for appealing this decision. An 
applicant or beneficiary has the right to appeal the decision 
of the EDD to deny or reduce his or her benefits amount. 
Also, the former employer has the right to appeal the 
decision of the EDD to give the applicant unemployment 
benefits. 

Before a decision is made, an EDD worker may need to 
conduct a phone interview with the applicant and his or 
her former employer. Documentation on this interview 
including when it will be held will also be sent in the mail. 

The Unemployment Appeals Process
Those appealing a decision of denied unemployment 
benefits have 30 days to appeal, starting on the day the 
Notice of Determination was mailed to the applicant. The 
Appeal Form requires that applicants list their full names, 
addresses, phone numbers, Social Security Numbers and 
reason(s) for the appeal.

Employers who are appealing the decision to pay an 
employee must provide their names, business names, 
addresses, phone numbers, the employee’s Social Security 
Number and the reason for the appeal. 

After the form has been submitted, those who are 
appealing will wait to hear when their hearings are 
scheduled. A hearing includes those involved in the appeal 
standing before an independent Administrative Law Judge 
from the California Unemployment Insurance Appeals 
Board. He or she will make a decision about whether or 
not the applicant will receive unemployment benefits. This 
is called a First Level Appeal.  

A Second Level Appeal is when the parties involved are 
unhappy with the decision made by the judge. Those 
appealing the decision must fill out a new appeal form with 
the same information as mentioned above. The Appeals 
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Board will be tasked with reviewing the information and the decision made by the EDD and the judge. From there, a new 
decision will be made. This decision is made in writing. 

In general, the Appeals Board will not look at new information for an appeal. However, those appealing may ask to provide 
new information, either orally or in written-form. Both the Administrative Law Judge and the Appeals Board will look at benefit 
determination guidelines and Unemployment Insurance Codes provided by the state to make their decision. 

Those who do not agree with the Appeals Board decision may file a Writ of Mandate to the Superior Court within six months 
of the mailing date of the Appeals Board’s written decision. 

Applicants or employers who are filing either First Level or Second Level Appeals will receive 10 days’ notice via the mail 
regarding the date of their hearings. 

Additional Details
To ensure that your application has the best chance of being accepted, read over the eligibility criteria for the unemployment 
program before you submit the application. This will ensure you know who can receive unemployment benefits and how to 
gather documentation to prove that you are qualified for Unemployment Insurance in the state of California. 
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Unemployment Insurance 
Extensions in California 

Unemployment Insurance helps those 
who have recently lost work or have 
experienced a reduction in hours remain 
financially stable.

The Employment Development Department (EDD) 
manages all matters related to unemployment in California. 
In general, those who are receiving unemployment benefits 
will receive between $40 and $450 a week based on their 
wages from a particular time period (called a base period). 
A beneficiary can receive benefits for 26 weeks, given 
that he or she meets all the eligibility requirements for the 
program, which includes being available to work. Those 
who have filed Unemployment Insurance Claims and are 
receiving benefits are required to be looking for work every 
week that they receive benefits. If a beneficiary fails to do 
this, his or her claim can be closed even before the 26-
week period. However, under particular circumstances, 
unemployment extensions can be made available. To 
find out about these extensions, continue to the sections 
below.  

What is an unemployment extension?
An unemployment extension is a type of unemployment 
benefits program that allows those who are on 
Unemployment Insurance to receive more benefits, or to 
receive their benefits for longer time periods than they 
would with regular unemployment claims. Unemployment 
extensions that are provided by the federal government are 
only available in times of severe statewide unemployment. 
The last recession did cause the unemployment rate in 
California to rise high enough to warrant these extensions. 

The rate fell low enough that in May of 2012, these 
extensions were no longer available to Californians. 

Who is eligible for an extension, and 
how do you apply? 
If a federally funded extension is available due to a high 
unemployment rate in your state, you will not have to apply 
for it. If you have maintained eligibility while you received 
your first 26 weeks of unemployment benefits, you will 
most likely qualify for an extension. If that is the case, you 
will receive a letter in the mail informing you if you will be 
selected as part of the expansion. If you receive this letter, 
you must respond right away, or you could have your claim 
closed. 

If you learn that federal extensions are available and want 
to know if you qualify, you can contact the EDD. However, 
you cannot submit an application for an extension with the 
EDD or any other organization. 
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Previous Unemployment Extension 
Programs
Both the Emergency Unemployment Compensation (EUC) 
extension and the Federal-State Extended Duration (FED-
ED) extension were available to Californians in the past. 
The EUC program allowed beneficiaries to keep their 
unemployment benefits without charging employers with 
any additional costs. It operated on a four-tier system for 
expending the timeframe in which beneficiaries could keep 
their unemployment benefits. All beneficiaries first needed 
to complete the standard 26-week period before they could 
start benefits provided by the EUC extension. If filed before 
May 13th, 2012, beneficiaries could keep their benefits for 
20 more weeks on their first tier, 14 more weeks on their 
second tier, 13 more weeks on their third tier and 6 more 
weeks on the fourth tier. Some could remain on this tier 
system if they filed in August or earlier in 2012. 

The FED-ED system allowed beneficiaries to stay enrolled 
for an additional 20 weeks after they exhausted their 
benefits from their first 26 weeks on Unemployment 
Insurance. This program reimbursed employers for the 
cost of unemployment benefits unless the employer was a 
government agency or a federally recognized Indian tribe. 

Maintaining Eligibility During UI 
Extensions 
During a time of high unemployment, most beneficiaries 
can receive between 79 and 89 weeks of Unemployment 
Insurance. However, it is important that all beneficiaries 
maintain their eligibility while on an extension. As mentioned 
earlier, all those who have an open Unemployment 
Insurance claim must look for work each week they receive 
benefits. Failure to do so may result in a closed claim. It is 
possible to reopen a claim, but it can take up to 10 weeks 
to do so. 

Training Extension
While federally funded extensions are not available at this 
time in California, training extensions are. These extensions 
are available to beneficiaries who qualify for the California 

Training Benefit (CTB) program. Generally speaking, those 
who lost their jobs or have failed to find work because 
they lack marketable skills will qualify for CTB. This means 
that while these beneficiaries are completing their training 
or schooling, they will not have to meet certain eligibility 
standards, such as being available for work or actively 
looking for employment. If the training lasts longer than 
the standard 26 weeks of unemployment benefits, the 
beneficiaries may be able to continue receiving benefits 
until the training is completed. 

There are three different types of training that is approved 
by the CTB program. The first type is Government 
Organized Trainings. This training is funded and managed 
by state or federal government programs. Both the 
Workforce Innovation and Opportunity Act of 2014 and the 
Trade Act of 1973 allow particular workers to receive job 
skills training in prearranged classes or training programs.

The second type of training is called Union, Trade 
Association or Employer Organized Trainings. Certain 
unions or employers may provide training for particular 
types of jobs, such as electricians or plumbers. 

The third type of training is self-arranged training, which 
allows beneficiaries to find their own training for career 
skills they need. However, the requirements for being able 
to do Self-Arranged Training is much stricter. Beneficiaries 
must be unemployed for more than four weeks and have 
been let go under particular circumstances, such as a 
plant closure. 

To qualify for the Training Extension, you must first have 
an open claim and start the process of applying for CBT 
before your 16th week on Unemployment Insurance. You 
also must use all of your benefits within 16 weeks of 
being enrolled in the unemployment program and start the 
training before your claim expires.

Note that the CBT program will not cover any costs that 
are associated with certain training programs such as 
tuition, books and other required materials. 
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California Unemployment 
Benefits for Ex-Service Members 
and Federal Civilian Employees 

Unemployment Insurance is available to those working less than full-time, or not working through no fault of their own. A tax 
on employers in the state of California is used to fund these benefits. However, both ex-service members and federal civilian 
employees will receive unemployment benefits funded by the federal government. These applicants will still be subject to 
the eligibility standards set in place by the state government of California that requires all applicants to be ready, willing and 
able to work and seek work every week they receive unemployment support. All applicants can receive up to $450 a week in 
unemployment benefits for up to 26 weeks, in most cases. Training Extensions can allow qualifying applicants to continue 
to receive benefits after the standard 26-week period if their training lasts longer than that time frame. While many of these 
requirements and procedures apply to all applicants, federal civilian employees and former military members will have slightly 
different eligibility and application processes than other applicants. Find out about these differences in the sections provided 
below. 
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Unemployment Insurance Eligibility Requirements for Ex-Service Members
Former military personnel must meet the same eligibility standards as average applicants who are applying for civilian claims 
for Unemployment Insurance. All applicants must have experienced a reduction in hours or have lost employment due to no 
fault of their own. They also must be available to work and actively looking for work each week they receive unemployment 
benefits. However, those who have been in the military cannot receive unemployment support if they are on terminal leave or 
have been dishonorably discharged. If an ex-service member needs to prove that he or she is eligible for unemployment, he 
or she needs to provide the Employment Development Department (EDD) with the DD Form 214 or the NOAA Form 56-16. In 
some cases, Orders to Report or Orders of Release can be used, instead. 

Military personnel must also have been released from active duty for no longer than 18 months prior to applying for 
Unemployment Insurance. Unemployed veterans who have been out of the military for longer than this time and are at risk for 
homelessness can contact their local Veterans Affairs Medical Center for assistance. Those who have been released from 
active duty should contact the EDD as soon as possible. If an applicant who has recently been released from active duty waits 
more than 21 days after his or her release to apply for unemployment benefits, he or she could risk being deemed ineligible 
for benefits.  

Unemployment Insurance Eligibility Requirements for Federal Civilian Employees
Standard eligibility requirements, as mentioned above, apply to federal employees who are seeking unemployment benefits. 
These applicants must be employed with a recent reduction in working hours or have lost employment from a federal 
government agency. 

Federal employees can apply for unemployment benefits if they are not being paid due to a government shutdown. However, 
if these employees are still being paid during a shutdown, they will not be able to apply for unemployment support. When 
applying, federal civilian employees may have to submit Standard Form-8 or Standard Form-50, along with their applications. 
These forms would have been given to the employee by his or her former employer. 
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How to Apply for Unemployment 
Insurance
The application will require all applicants to provide a lot 
of personal details including their legal names, any prior 
names, addresses, phone numbers, driver’s licenses or ID 
card numbers and citizenship statuses. Applicants also 
must list their previous employer’s name, address and 
phone number, as well as their start and end dates with 
the company, organization or government entity. Wages 
earned in the last 12 to 18 months will also need to be 
mentioned on the application. If an applicant has worked 
at multiple employers in the last 18 months, he or she will 
need to give details about those positions. 

Former military members may start the application 
process if they have not received their DD Form 214, NOAA 
Form 65-16, Orders of Release or Orders to Report, but 
will need at least one of these documents to complete the 
application process. 

Former military personnel can apply by using the UI Online 
system, which allows applicants to apply for unemployment 
benefits online. Veterans may also apply by phone or by 
faxing or mailing in the application (see phone numbers 
and EDD address at the bottom of this document). 

Unlike military applicants, federal civilian employees are 
encouraged to use the paper applications. They may also 
apply by phone.

What happens after applying for UI? 
News of acceptance or denial of benefits will be sent in the 
mail. Many applicants must submit to a phone interview 
with an EDD employee. This phone interview is to establish 
the reasons an applicant left his or her last position. Those 
who have been fired for misconduct or left their job for 
reasons other than harassment, discrimination, unsafe 
working conditions or employer fraud will not be eligible for 
Unemployment Insurance. It is advised to keep documents 
showing the reason you left or were let go from your last 
position to verify that you can receive unemployment 
support. The EDD may also contact your former employer. 
Information on this phone interview will be sent in the mail.

If an applicant is denied unemployment benefits, he or 
she can appeal this decision. Those who are accepted 
will receive their own EDD debit cards, which they can use 
to access their benefits. This card is used like a standard 
debit card, and can be used at most ATMs and checkout 
terminals. Other benefits provided by the EDD can also be 
accessed with this card, such as Disability Insurance (DI) 
and Paid Family Leave (PFL).

Contact Details for Applying for 
Unemployment Insurance
Apply online: UI Online 

Apply by phone: English: 800-300-5616

Spanish: 800-326-8937

Mandarin: 866-303-0706

Cantonese: 800-547-3506

Vietnamese: 800-547-2058

Hearing impaired: 800-815-9387

Apply by fax: 866-215-9159

Apply by mail: 

Employment Development Department 
P.O. Box 12906 
Oakland, CA 94604

http://www.edd.ca.gov/unemployment/UI_Online.htm
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Disaster Unemployment 
Assistance in California  

Disaster Unemployment Assistance is provided by the California Employment Development Department (EDD) to help those 
who are out of work due to a recent natural disaster. While this program is very similar to the Unemployment Insurance 
program, it is not the same. Learn the difference and other important details about this program by reviewing the sections 
below. 
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What is Disaster Unemployment 
Assistance in California, and who can 
apply?
Disaster Unemployment Assistance is available in all 50 
U.S. states. This form of governmental support is intended 
for those who cannot work because of a natural disaster. 
This could mean that employees cannot safely travel to 
work, a place of business is unable to open because of 
the disaster or that the disaster has prevented a self-
employed person from doing business. Those who 
have become injured during the disaster may apply for 
disaster unemployment benefits, but may need to apply 
for Disability Insurance, instead. Also, those who have 
become head-of-household because the original head-of-
household has passed away due to the disaster can also 
apply for Disaster Unemployment Assistance. 

Like standard Unemployment Insurance, the beneficiaries 
enrolled in the program will receive between $40 and $450 
a week in benefits. The benefits amount will be determined 
by how much income the applicant was earning over a 
certain period of time before the disaster. However, these 
benefits do not last forever. When a State of Emergency 
is declared, details about the Disaster Unemployment 
Assistance program will include a cutoff date when the 
disaster benefits will end. 

While there are similarities between Unemployment 
Insurance and Disaster Unemployment Assistance, those 
who have been affected by a disaster will not need to meet 
the same requirements for being ready and willing to work 
as those who are on regular Unemployment Insurance. 
Those who are already receiving unemployment benefits 
cannot receive Disaster Unemployment Assistance. 

What qualifies as a disaster?
There are many types of natural disasters that can disrupt 
business, including hurricanes, tornadoes, severe storms, 
flooding, wildfires, landslides, earthquakes and Tsunamis. 
However, the president of the United States or the governor 
of California will need to declare a State of Emergency 
before these types of benefits can go into effect. In most 

cases, the president will need to declare the emergency 
first, but the governor’s declaration can mobilize some 
local resources to begin to help those economically and 
otherwise affected by the disaster without needing the 
president’s declaration.

How do I apply?
There are a few application options available to 
Californians who are in need of Disaster Unemployment 
Assistance. The easiest way is to apply online through the 
eApply4UI portal. However, this option may not be feasible 
for those who do not have easy access to computers or 
the internet. As an alternative, you can apply for Disaster 
Unemployment Assistance by calling this number if you 
are an English speaker: 800-300-5616. Spanish speakers 
can use this number: 800-326-8937. Cantonese speakers 
should call: 800-547-3506. Mandarin speakers should call: 
866-303-0706. Those who speak Vietnamese can use this 
number: 800-547-2058. If you have a hearing impairment 
use this TTY phone number: 800-815-9387.

The application process will require you to provide a lot 
of information about yourself. You will have to give your 
legal name, any prior names, your Social Security Number 
and phone number. Be sure to give the most up-to-date 
address, as many details about disaster assistance may 
come through the mail. If you have a separate mailing 
address, you will need to make note of that. If you are not 
a United States citizen, you will need to have details and 
supporting documentation about your legal status in the 
country.

https://eapply4ui.edd.ca.gov/
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In addition to personal information, the EDD will need to 
know about your employer or business. If you have an 
employer but are unable to work because of the disaster, 
you will need to provide proof of your wages and that you 
are employed. Documents like a W-2 and a paystub can 
serve as proof. If you are self-employed, you may show 
bank statements or work orders to prove your income. 
Both workers and self-employed individuals may have 
to show their tax returns from the previous completed 
financial year, so the EDD can better assess how much 
money they are losing by not being able to work. You will 
have 21 days from the time you filed your application to 
provide all documents that the EDD requires. 

As mentioned above, some individuals who have been 
injured during the disaster may be more qualified to receive 
Disability Insurance (DI) instead of Disaster Unemployment 
Insurance. To request DI benefits, you can apply online or 
get a paper application at an SDI office, a medical office or 
by calling 800-480-3287. 

Local Assistance Centers (LACs): The EDD provides 
LACs, temporary EDD offices that help those affected by 
disasters apply for benefits and start looking for other jobs, 
if the applicants so choose. These centers help service 
more people during emergencies than typical EDD offices.

Who else can I contact?  
In severe conditions that cause power outages and unsafe 
travel conditions, it may not be possible to contact the 
EDD right away, as the EDD can only ask employees to 
work if it is safe enough to travel. In these cases, many 
other organizations and departments can be reached for 
assistance. Review the contact details below:

FEMA: 800-621-FEMA (3362) or TTY 800-462-7585

The Red Cross: 800-438-4636

The State Insurance Commissioner: 800-927-HELP (4357)

United States Postal Service: 100-275-8777

CalFresh (food stamp assistance): 877-847-3663

CalWORKs (cash assistance for needy families): 877-847-

3663

General Relief (loans for childless adults with low incomes): 
916-443-1749

You can contact or report to your local post office if you 
are unable to receive mail due to the disaster, and therefore 
cannot collect your benefits. If you are in need of food, 
you can find a local food bank by doing an online search. 
The governor’s office will provide emergency information 
online as well.

For employers: When a state of emergency has been 
declared, employers who have been affected by the 
disaster can apply for a 60-day extension from the EDD for 
filing their payroll taxes or reports without facing penalty. 

http://www.edd.ca.gov/Disability/SDI_Online.htm
http://www.cafoodbanks.org.
http://www.caloes.ca.gov/
http://www.caloes.ca.gov/
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How to Explain Being 
Unemployed to Your Children  

When you lose a job, it is not only devastating to you, but to your family as well. For households that have children, sharing the 
news must be done in a thoughtful and prepared way. Very often, a parent who has lost a job is feeling emotional and attempts 
to conceal this from family members are generally unsuccessful. Even very young children will intuit that something is wrong. 
Many parents may want to share this information with their children, but are unsure how to proceed. Here are a few guidelines 
that will make the conversation easier.
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Do Not Avoid the Conversation
While it is very easy to rationalize the decision to simply avoid having the conversation, most psychologists agree that the 
conversation should take place. Children, especially those younger than 12 years of age, are very sensitive to their parents’ 
moods and attitude. If you are worried, sad or anxious, then the child will know that something is wrong. Imagining what is 
wrong can do worse harm than if you simply sat them down and had a conversation, no matter how young the child is. 

As a general guideline, very young children simply need to know that the parent is going to be working from home and is going 
to be changing jobs. Most young children will accept this and not ask any more questions. 

Older children may need to know that things are going to be okay, that they will still be taken care of and that it will all work out. 
Older children may ask why the parent has lost his or her job. In these cases, the parent should respond in a manner that is 
factual rather than emotional. Tweens and teens will understand the necessity for a budget, that these things happen and that 
there may need to be a few changes. Most of all, they will want to know how it will directly impact them. Talk honestly about 
how it might influence their day-today, reassuring them that in the end, everything will work out for the best. 

The common thread through these discussions is the fact that the child will still be cared for, will still be loved and that as 
a family you will all make it through this hiccup. Talking about worst case scenarios is not recommended and should be 
reserved for when or if that occurs. 
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View It in a Positive Light
Most children are delighted at the prospect of having their 
parent around the house. Stating that the out-of-work 
parent will be more available to play with them, attend 
sports practices or dance recitals, will be a positive aspect 
of the unemployment. Specifically listing out the things 
that you can do with them now that was nearly impossible 
before is a great way for a child to view the temporary 
unemployment as a positive event. 

Reassure Your Children
Children of all ages will take their cues from the attitudes 
of the adults in their life. If you are worried, upset, anxious 
or in tears, then the children will reflect this. Children who 
are unsure about their home lives can lose focus, which 
can impact their performance at school, relationships with 
friends and interaction with family members. You may find 
it necessary to reassure them consistently and patiently 
at first. 

Enlist Your Child’s Help
Feeling helpless to do anything to help is frustrating, even 
for kids. Once the conversation has begun, it is a great 
idea to enlist their help in making temporary adjustments. 
Allow them to suggest ideas to conserve family resources, 
perhaps agreeing to what things can be discontinued for 
a while. Encouraging participation gives children a feeling 
of comradery, of being an important and included member 
of the family. Tweens and teens will especially embrace 
this aspect of the discussion because it validates the idea 
that they can offer invaluable suggestions and will be more 
willing to stick with it if it was their idea in the first place. 

Emphasize the Word, Temporary
All family members need to be reassured that the 
unemployment situation is temporary and that the out-of-
work parent is making a good attempt to find another job. 
If the family has had to restrict activities or discontinue 
services, it is a good idea to stress that it is only for a little 
while. Children are willing to be patient if they know that 
there is an end in sight. 

Children are not often given the credit they are due when 
it comes to adversity and they may surprise you with their 
insight and resiliency during this time. In the end, once 
employment has been achieved, the entire event will have 
had the effect of bringing everyone closer together and 
bringing out admirable characteristics and strengths you 
never knew any of you had. 
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Unemployment Insurance Fraud 
and Consequences in California 

Unemployment Insurance (UI) allows those who are not 
working through no fault of their own to collect government 
assistance while they seek out employment. In most cases, 
the California Employment Development Department 
(EDD) allows these benefits to last for a maximum of 26 
weeks. While many eligible beneficiaries receive benefits 
each week, there is always a small possibility that 
some of those who receive UI benefits are committing 
Unemployment Insurance fraud. UI fraud is always illegal, 
and can come with serious consequences. To learn how to 
avoid committing UI fraud and how to report UI fraud, read 
the following sections.  

What is considered UI fraud?
There are many ways one can intentionally and 
unintentionally commit UI fraud:

You can continue to collect benefits, even if 
you have found work.

You can give false details on your application, 
or while certifying your benefits.

You can withhold information about a part-
time or a temporary job you have – or had – 
while receiving benefits. 

You can fail to properly report wages received 
in the past or present.

You can aid someone in filling out a false claim 
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Report gross wages, not net wages. This 
means you must report all earnings or 
income before any tax deductions have been 
subtracted. 

Tell the truth to the best of your ability when 
opening an Unemployment Insurance claim, 
reopening a claim or certifying your benefits.

Inform the EDD of any changes to your 
situation or information. This includes changes 
in address or contact information as well as 
changes in employment status or income 
amount. If you have found full-time or part-
time work, you must report this immediately. 

Required to continue to meet the eligibility 
requirements of being ready, willing and 
able to work. You also must be available to 
work, looking for work each week you receive 
benefits and accept any suitable job offer 
received.

Prove that you are continuing to look for work, 
which means you must certify your benefits 
every two weeks. This includes detailing what 
employment opportunities you pursued in the 
last 14 days. 

Prove that any refused job offer was not 
suitable for you. 

To avoid these actions that could lead to being charged 
with UI fraud, learn what is expected of you while you apply 
for and receive UI benefits. 

You are expected to:

If you continue to do all of the above, you will likely avoid 
committing UI fraud. However, if you have made a mistake 
and have accidently committed fraud, you can report this 
to the EDD. You can use the UI Online system or “Ask 

EDD” page to report your mistake online. You may call 
this number to report the mistake: 866-333-4606. Or, you 
can download and fill out the Comments, Complaints and 
Suggestions form and mail it to: 

Employment Development Department
P.O. Box 826880 – UIPCD, MIC 40
Sacramento, CA 94280

Make sure to report your error as quickly as possible. 

What should you do if you suspect UI 
fraud?
The EDD does everything within its power to prevent fraud. 
This includes using various methods to check the identity 
of those filing claims, as well as requiring a lot of detail 
about the applicants to ensure they are providing the 
correct information. Also, if a Social Security Number has 
been used in a fraudulent claim in the past, that number 
is flagged so all EDD employees know to be suspicious of 
applications using that number. 

Even with the EDD’s best efforts, fraud can still happen. 
While you may not have committed any form of UI fraud 
yourself, you may know someone else who has. This 
could come about by being a friend or an acquaintance 
of someone you know is committing fraud, or by having 
an identity thief steal your information to commit fraud. 
If you suspect UI fraud, you may call the EDD’s hotline: 
800-229-6297 or fill out the online form.  If you receive 
any documentation in the mail regarding Unemployment 
Insurance, and you have not applied for benefits yourself, 
you need to report this as quickly as possible. 

If an employer knows that one of his or her employees is 
receiving unemployment support but is not reporting the 
wages earned from that employer, he or she is responsible 
for reporting that employee to the EDD. 

https://askedd.edd.ca.gov/ReportFraud.aspx
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The Consequences of UI Fraud
If you commit Unemployment Insurance fraud, you can 
expect many legal ramifications including:

While some UI fraud cases result in a misdemeanor 
sentencing, it is possible to receive a felony conviction 
for UI fraud which is largely dependent on the amount of 
benefits wrongly collected by the defendant. This means 
the consequences of a felony conviction will apply to felony 
fraud cases which will bar the convicted felon from voting, 
holding public office, owning a firearm, loss of professional 
license(s) and other consequences. California still has the 
three strikes law in effect (although modified), so someone 
who has committed fraud and has also committed other 
crimes may face a longer sentence, or possibly life in 
prison. 

Being prosecuted by government officials.

Paying back the UI benefits falsely claimed.

Paying fines and penalties.

Facing possible prison sentences or jail time. 

Foregoing future tax returns.

Not being able to apply for UI benefits in the 
future.

A Note About Reporting Wages
When reporting wages earned before or while claiming 
Unemployment Insurance, make sure you are claiming 
them using the EDD’s weekly schedule. The EDD week 
starts on Sunday and ends on Saturday. For example, if 
any employer pays you from Monday to Sunday, you must 
figure out how much you earned from Sunday to Saturday 
of that week and report it that way. You also must report 
wages for the week you have worked, not the week you get 
paid. Certain employers may pay you biweekly or monthly, 
so it is important to report wages earned each week, even 
if you collect those earnings on a different schedule. 
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How to Handle Unemployment 
Benefit Overpayments in 
California 

The California Employment 
Development Department (EDD) is 
responsible for managing all things 
related to Unemployment Insurance (UI) 
across the state.

This includes how much in benefits each UI claimant 
receives on a weekly basis. Benefits can be claimed for 
up to 26 weeks, with claimants receiving between $40 and 
$450 in weekly benefits. However, the amount received 
on a weekly basis is largely determined on the wages 
formerly earned by claimants who are no longer employed, 
or wages currently earned by claimants who are working 
part time. The EDD works to make sure each claimant is 
receiving the exact amount of benefits for which he or she 
is eligible. However, mistakes on either the side of the EDD 
or the beneficiary can cause an overpayment of benefits 
to happen. Learn how to handle this problem if it does 
happen to you.

Two Types of Overpayment 
There are two types of UI overpayments that can occur. The 
first type of overpayment is called non-fraud overpayment. 
This means that the claimant did nothing wrong to cause 
this overpayment. The overpayment was likely made as 
an error by the EDD. The claimant will still need to pay the 
overpayment back in a timely manner, but he or she is 
otherwise not at fault. 

The second type of overpayment is called fraud 
overpayment. This overpayment is the fault of the claimant, 
and he or she could face legal issues. The overpayment 
was likely the result of some form of fraud committed 
by the claimant, including lying on the application form, 
failing to report wages from a part-time or a temporary 
job or falsely claiming to be seeking work when he or she 
was not. Legal ramifications for Unemployment Insurance 
fraud can include being made to pay fines and penalties, 
no longer being allowed to receive benefits and prison or 
jail time. 

How do I know if I have received an 
overpayment?
The EDD will send a Notice of Overpayment to you by mail. 
This document will explain why the overpayment occurred, 
and if there will be any penalties for the overpayment if it 
was caused by a fraudulent act. This document also gives 
you information on appealing the decision asking you to 
pay back the overpayment. While anyone is allowed to 
appeal, only those in severe financial need will likely be 
allowed to keep their overpayments. 
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How do I pay back an overpayment?
The EDD accepts Visa, MasterCard, American Express and Discover/NOVUS card for any overpayment repayment. You may 
pay back the overpayment online, by mail or by phone. 

To Pay an Overpayment Online:

You must go to the Official Payments website, select “State Payments” and enter code “1577.” Select “Make a Payment,” and 
then “Benefit Overpayment.” Fill out the required sections and hit “Make a Payment.” Note that the Official Payments website 
is not managed the EDD. 

To Pay an Overpayment by Phone:

Call this number: 800-2PAYTAX (800-272-9829), and then hit “Option 3.” Use the keypad to punch in “1577” when the jurisdiction 
code is requested. Follow the recorded instructions to complete the payment. 

To Pay an Overpayment by Mail:

If you do not wish to use a credit card, you may send in a check, a money order or a cashier’s check. Make sure all checks are 
made payable to the EDD, and send the payment to the following address:

Employment Development Department
Attention: Cashier Benefit Recovery
P.O. Box 826806
Sacramento, CA 94206

Note that if you are paying with a credit card, you will need to know the amount you owe, your Social Security Number, your 
phone number, the full credit/debit card number, the security code and expiration date. If you are paying online, you will need 
to give your email address and the billing address associated with the card.
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What happens if I do not pay back the 
overpayment? 
If you do not repay the overpayment in a timely fashion, the 
EDD has the right to withhold any benefits you are receiving 
from Unemployment Insurance, Disability Insurance or 
Paid Family Leave. The EDD can also take away or reduce 
any money owed to you by the state. This means your 
state tax refunds and any lottery winnings could be taken 
by the EDD. The Department can also file a claim against 
you in a court of law and put a lien on your property. If this 
overpayment was the result of a fraudulent act, you may 
face more legal consequences than those listed above. 

Claimants who are found guilty of a fraudulent overpayment 
will likely serve at least one year in prison and have to pay 
30 percent of what was overpaid to the state. If you fail 
to make payments on the penalties owed to the state for 
fraud, you will be charged seven to 10 percent interest on 
the amount owed. 

Those who receive an overpayment from Disability 
Insurance and Paid Family Leave program will face the 
same consequences for failing to pay back an overpayment. 
If you cannot pay back the overpayment in one payment, 
you may call this number to set up a payment plan: 800-
676-5737.

Avoiding Overpayment
While you, as a claimant, are not in control of any mistakes 
or errors produced by the EDD, you can take steps to 
make sure you do not receive a fraudulent overpayment. 
You must make sure you are giving truthful and accurate 
information when applying for Unemployment Insurance. 
This includes getting your contact details correct, as well 
as details about your past and present employers and 
incomes. You must also make sure you are certifying your 
benefits every two weeks. This is your way of showing 
proof to the EDD that you are still eligible for benefits by 
looking for work on a weekly basis and by not experiencing 
a change in employment status or wages. If you are truthful 
and report all the needed details, you will most likely never 
receive a fraudulent overpayment. 

Additional Information 
If you receive a Notice of Overpayment in the mail and you 
are not, or have not, recently received UI or other forms 
of benefits, be sure to contact the EDD right away, as this 
is a sign that someone may be using your information or 
Social Security Number to collect benefits. 
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How Employers in California Can 
Respond to Unemployment 
Insurance Claim Notices 

Unemployment Insurance (UI) in the state of California 
helps those who are unemployed – or not employed 
full-time – receive benefits while they look for work. Not 
everyone who is out of work or is not working full-time will 
be eligible for unemployment benefits, as the UI program 
is only for those who unemployed or underemployed 
due to no fault of their own. Employees must have been 
let go from their previous positions because of layoffs, 
labor disputes or a lack of skill. Employees who quit due 
to discrimination, harassment, employer fraud or unsafe 
working conditions can also claim unemployment benefits. 
Yet, those who quit for other reasons or were fired for 
misconduct will not be eligible. To make sure the reason 
the claimant is unemployed is an eligible reason, the last 
employer(s) will be contacted to verify why the employee 
left. Read the sections below to learn how to respond to 
an Unemployment Insurance Claim Notice as an employer. 

Responding to Unemployment 
Insurance Claim Notices
Employers will receive word of a former employee claiming 
Unemployment Insurance by mail. The official document is 
called Notice of Unemployment Insurance Claim Filed (DE 
1101C/Z). This form gives details on who is filing the claim 
and why. The employer will be asked to reply with any and 
all important information about the claimant including:\

If the employee quit, was laid off or fired.

If the employee left the position because of a 
strike or a labor dispute.

If the employee cannot legally work in the 
United States.

If the employee is receiving a pension.

If the employee is not able to, willing to or 
seeking work.

If the employee is a school employee with 
reasonable assurance.

If the employee is working part-time with the employer, 
the employer will need to verify that the employee is not 
still working full-time while claiming benefits. The DE 
1101C/Z form will have an area for the employer to fill 
out and return to the California Employment Development 
Department (EDD). The employer has 10 calendar days to 
reply. Employers can share this information electronically 
by using the SIDES system. 

http://www.edd.ca.gov/unemployment/SIDES.htm


California Employment Development and Education Assistance | 78

After an Employer Replies
If an employer responds within the 10-day period, he or she 
is guaranteed to receive Notice of Determination/Ruling 
from the EDD in written form sent via mail. This will include 
information on how to appeal this decision. If the EDD 
needs to know about the employee claiming UI benefits, 
a worker from the Department will contact the employer 
for a phone interview. The claimant filing for UI will also be 
interviewed over the phone. 

If an employer did not reply within the 10-day period, details 
provided by him or her may still be looked at to determine 
benefits eligible for the claimant, but the employer may not 
receive information about the EDD’s decision. Failure to 
respond at all could result in being held responsible for any 
overpayment of benefits issued to the claimant. Employers 
could also face legal issues if they do not fill out the form 
truthfully. 

Responding to a Notice of 
Determination/Ruling
After the Notice of Unemployment Insurance Claim has 
been turned in and any phone interviews completed, the 
EDD will make a decision about the claimant’s benefits. 
Whether the EDD choses to accept or reject the applicant’s 
claim, the last employer will receive notice, and an 
explanation of this decision will be outlined in the Notice 
of Determination/Ruling (DE 1080C/Z). If the EDD chooses 
to enroll the claimant, charges to the employer reserve 
account will be made. An employer has the right to appeal 
this decision, however, if he or she responds by following 
the appeals procedure in less than 30 days. If an employer 
does not respond to this letter by following the appeals 
instructions, he or she will lose the ability to appeal this 
decision. 

Responding to Notice of Wages Used 
for Unemployment Insurance Claim
If the former employee or claimant has just started 
receiving UI benefits, all employers from the claimant’s 
base period (a time period of 12 to 18 months that is used 
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to establish income) will receive the Notice of Wages Used 
for Unemployment Insurance Claim (DE 1545). Employers 
who are not the last employers will be informed of how 
much of their employer reserve accounts will be used 
for the Unemployment Insurance claimed by the former 
employee. 

Employers will need to give details about when the 
employee was hired, how much wages were earned and 
why he or she is no longer employed. This Notice is also 
the first chance for these employers (and second chance 
for the last employer) to give important details about the 
claimant that could affect his or her eligibility. Employers 
will have 15 days to respond. 

Responding to New Employee Registry
This notice is sent to an employer when he or she has hired 
an employee who is also receiving UI benefits. This form 
(DE 1296NER) serves to prevent benefits overpayment and 
fraud as it is a way for the EDD to be sure of if a UI claimant 
is working and how much he or she is earning. Employers 
must provide the employee’s Social Security Number, the 
start date, wages earned and how those wages are paid 
(weekly, monthly, etc.). Employers are required to reply to 
this notice within ten days. Returning this form will help 
prevent the employer from having to use his or her reserve 
account to pay for benefits the employee is claiming.

Responding to Benefit Audit
Employers may be asked to verify wages earned by an 
employee who is also claiming UI benefits at the same 
time. Much like the New Employee Registry, the Benefits 
Audit (DE 1296B) helps prevent against benefits fraud 
as well. It checks to see if the employee who is receiving 
benefits is properly reporting his or her employment status 
and wages. This form may need to be filled out on a weekly 
basis, and only one week (Sunday through Saturday) at a 
time. It should include wages earned, as well as the start 
date for that employee. The employer will have 10 days to 
respond. 

Responding to a Request for Additional 
Information
Employers receive this form as a way to verify the identities 
of claimants and to protect against fraud. The Request 
for Additional Information (DE 1326ER) will display 
many personal details about the employee applying for 
UI benefits. Employers are required to respond within 10 
days if this information is incorrect, or if the employee in 
question is still working for them. If the employee is not 
working for them, the information is correct and there is 
no potential fraudulent claim, the employer will not need 
to reply. 

Note that all of these forms are required to be mailed in 
with the exception of those using the SIDES system. The 
return address and date mailed will be listed on the form 
or notices received in the mail. All notices and forms need 
to be responded to within the required number of days in 
regard to the mail date, not the date received. 
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How Employers in California 
Can Appeal Unemployment 
Insurance Decisions 

Unemployment Insurance (UI) is available in California 
and in every other state in the nation to help those who 
are not employed full-time receive financial assistance 
while they look for work. However, only applicants who 
meet certain standards can receive benefits. Those who 
are not at fault for losing their last jobs or not working full-
time can receive benefits. This means those who have 
been fired for misconduct or quit on their own accords 
without there being issues of harassment, discrimination, 
employer fraud or unsafe working environments cannot 
claim unemployment assistance. Unemployment benefits 
are usually paid for by the employer’s reserve account. 
An employer may feel that the claimant does not meet 
eligibility standards for Unemployment Insurance and can 
appeal the decision made by the California Employment 
Development Department (EDD). Read the following 
details to learn what is involved in the appeals process.

When to File an Appeal
If a former or part-time employee has been allowed to 
receive UI benefits by the EDD, you as the employer will be 
made aware. The Notice of Determination and/or Ruling 
(DE 1080C/Z) will be sent in the mail. This will inform you 
of why the employee is now receiving UI benefits and how 
you can file an appeal. All employers will have 30 days to 
reply with a letter appealing that decision. The letter should 
include the employee’s name, Social Security Number, your 
name, your company’s name, your address and phone 
number, the reason for the appeal and a copy of the EDD’s 
decision. If you are using any form of a representative 
during this appeals process, his or her information must be 

given. If you need any special accommodations, such as 
an interpreter, make sure to also state that in the appeals 
letter.

Once the appeals letter has been received by the Office of 
Appeals, you will receive notice in the mail of when your 
hearing will take place. Most will receive at least 10 days’ 
notice. 
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First Level Appeal
The hearing that will follow the letter of appeals that is 
submitted is part of the process of what is known as a 
First Level Appeal. An Administrative Law Judge will 
conduct the hearing where all parties involved will have 
the right to share their evidence and make their cases. 
Usually, the employer, the employee, and sometimes, a 
representative from the EDD will attend the hearings. Most 
appeals filed by employers involve the issue of whether or 
not the employee is no longer working full-time due to no 
fault of his or her own. 

During the hearing, all parties have the right to present 
evidence and witnesses, question parties and witnesses, 
respond to evidence presented by other parties and make 
closing comments. The judge will record the events of 
the hearing, explain the proceedings, question the parties 
and their witnesses and review evidence submitted to the 
court.  

The judge will look at the California Code of Regulations, 
benefits dispute guides and other documents that are 
commonly used in legal settings to determine, in detail, 
what qualifies as voluntary quitting or firing due to 
misconduct. 

You may attend the hearing by legally assigning a 
representative to go in your place, or by giving written 
notice of all the evidence you have for the case and submit 
it under the penalty of perjury. Once all parties have made 
their cases, the Judge will make his or her decision. If you 
disagree with the Judge’s decision, you can file a Second 
Level Appeal. 

Second Level Appeal
Much like a First Level Appeal, you will have 30 days to 
send a letter appealing the Administrative Law Judge’s 
decision. All the same information as mentioned above will 
be required, with the only difference being the necessity of 
adding the appeals case number to the letter. Be sure to 
send this letter to the address that is on the Judge’s written 
decision. The Appeals Board will review all the details from 
the case and make a decision. This decision will be sent in 

the mail to all parties involved. You will only be able to add 
new information to the case during the first 10 days after 
receiving confirmation that the Appeals Board is reviewing 
your appeal. 

If you do not agree with this decision either, you may file a 
Writ of Mandate to the Superior Court within six months 
of the mail date of the Appeal Board’s decision. This will 
mean a higher court will review the information given, and 
may call for Writ Proceedings. The Writ Proceedings will 
review the lower court’s decision and evidence brought 
by one or more parties to determine if the lower court’s 
decision stands or is invalidated.  

Legal Representation and Other 
Information
During an appeal, all parties may seek legal counsel, 
though many can complete the hearing without one. If one 
of the parties does submit a Writ of Mandate, it is strongly 
advised for all parties to use an attorney. 

Failure to turn in appeals paperwork in a timely fashion 
will result in the inability to appeal the decision made. This 
applies to both First Level and Second Level Appeals. 

You will still have to attend the hearing of the First Level 
Appeal even if you did not file the appeal. If an employee 
has been denied benefits and has filed an appeal against 
that decision, you may need to give evidence during that 
hearing. 

The Second Level Appeal will not require you or any other 
party to attend a second hearing. The members of the 
Appeals Board will review the evidence presented on their 
own. 

If you have a witness who does not want to appear, you 
can contact the Office of Appeals and ask for a Notice 
to Produce or a Subpoena for the witness. The Notice to 
Produce is a legal request, while the Subpoena is an order. 

Interpreters for those who either have hearing impairments 
or do not speak English can be provided if the court is given 
notice ahead of time. 
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California Training Benefits (CTB) 

“CTB” stands for California Training Benefits, and is a part of the Unemployment Insurance (UI) program, which is managed 
by the California Employment Development Department (EDD). Unemployment Insurance is offered to those who are 
unemployed due to no fault of their own. These benefits can last for up to 26 weeks, and each weekly benefit amount ranges 
between $40 and $450, and is determined by how much money a former employee used to earn when fully employed over a 
certain time period (12 to 18 months). However, some claimants may struggle to find or keep employment due to lack of skill. 
The California Training Benefits program helps aid those who are in need of additional training keep their UI benefits while 
being trained. In some cases, claimants can extend their benefits past the 26-week period if they apply for Training Extension 
Benefits, which will allow them to receive UI benefits until their training is finished.  
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What are the advantages of California 
Training Benefits?
California Training Benefits offer many advantages to 
those who receive them. First, if you qualify for CTB, you 
will be exempt from many UI eligibility requirements, such 
as actively seeking work, being ready and available to 
work and accepting suitable job offers. Additionally, CTB 
recipients will be able to gain more knowledge and skill, 
start working on their paths to new careers, receive UI 
benefits while training and potentially qualify for Training 
Extension Benefits. 

How can you apply for CTB?
If you are interested in the CTB program, you must inform 
the EDD of your interest before the 16th week of receiving 
UI benefits. There are many ways to do this, including 
listing start dates for training programs or school courses 
when you open your UI claim, submitting a question about 
school or training through the UI Online system, reporting 
your training or schooling when you certify your benefits 
on a biweekly basis or by calling the EDD at 800-300-5616.

Once the EDD has received notification regarding your 
interest in CTB, you will receive documents in the mail 
that will give you more information about CTB, along with 
the required paperwork for applying. You will receive the 
California Training Benefits (CTB) Application (DE 3100TQ), 
the Training Provider Letter (DE 3100D) and the Training 
Provider Questionnaire (DE 3100TP). First, you must fill 
out the CTB Application and follow the instructions on the 
sheet for how to return the application to the EDD. Then, 
you must give the Training Provider Letter to whoever is 
providing your training. This letter will authorize the release 
of documentation about your training or schooling with the 
organization to the EDD. Lastly, the training provider must 
also be given the Training Provider Questionnaire to fill out 
and return to the EDD. These documents serve as proof 
that you are being trained or educated as you say you are. 

If you are accepted or denied enrollment in the CTB 
program, you will receive a Notice of Determination in the 
mail, which will explain the EDD’s decision. 

What are the eligibility requirements for 
CTB?
To qualify for CTB, you first must be qualified to receive UI 
benefits and inform the EDD that you have started training 
or schooling before your 16th week of receiving UI benefits. 
After that has been established, there are two categories 
for CTB eligibility. 

Criteria 1

A UI claimant must meet one of the following requirements 
to receive CTB benefits:

The training must be provided by an 
authorized and verified state or federal 
sponsor, such as the Employment Training 
Panel, the Trade Adjustment Assistance, 
the Workforce Innovation and Opportunity 
Act or the California Work Opportunity and 
Responsibility to Kids (CalWORKs).

The claimant must be a journey-level union 
member partaking in union-approved training 
that is relevant to his or her industry and craft.

The training provider is on the California’s 
Eligible Training Provider List.

The claimant is a school professional 
who is in a program for math, science or a 
special education single-subject teaching 
credential (The training must be approved 
by the California Commission on Teaching 
Credentialing and started no later than three 
years after the claimant was laid off.).
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The claimant must be unemployed due to lack 
of skill or lack of demand in his or her current 
industry.

The claimant must receive training that is 
related to an occupation that is in demand in 
his or her local labor market.

The training must be completed in a 
reasonable time period, which, in most cases, 
is 24 months or less.

The training must be delivered by an approved 
training provider or facility.

The claimant must be unemployed or not 
working full-time because of a plant closure, 
a large disruption in the work force or 
because of a disability; this unemployment or 
underemployment must have lasted at least 
four weeks.

Criteria 2

A UI claimant must meet one of the following requirements 
to receive CTB benefits:

When you are applying for CTB, your former or current 
employer will be notified, and can appeal the decision of 
the EDD to give you CTB benefits if he or she has proof 
that you do not need to be trained to be employed full time. 

What are Training Extension Benefits?
Training Extension benefits are available to those who 
have open UI claims and are receiving CTB benefits. The 
Training Extension benefits allow claimants to continue 
receiving UI benefits after the initial 26 weeks as long 
as their training is not completed. Those interested in 
applying for training Extension Benefits must apply before 
their 16th week on Unemployment Insurance and before 

their benefits amounts reach a zero balance. CTB enrollees 
can apply for Training Extension Benefits by following the 
same application methods mentioned in the application 
section above. 

Those receiving Training Extension Benefits will be given 
maximum benefit amounts that are based on how large 
their current weekly benefits amounts are at the time they 
qualify for the extension. 
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Wrongful Termination in California 

California is an at-will state. This means that employees have the right to leave employment at any time, and that employers 
have the right to dismiss employees at any time – both without providing reason. However, there are certain laws that work to 
protect employees from being fired for illegal and unethical reasons. Since the Civil Rights Movement of the 1960s, laws have 
been put in place to ensure that employees cannot be fired because of race, ethnicity, gender, sexual orientation, disability, age, 
veteran status, nationality or pregnancy. Several other illegal and discriminatory hiring and firing practices come with these 
laws as well. Other laws protect employees from retaliation and allow employees to do their civic duties, such as vote or serve 
on juries without losing their jobs. However, there are still legal reasons for an employer to dismiss an employee, such as if the 
employee is acting in an unethical way or is failing to perform the duties of his or her position. 

If an employee believes that he or she has been fired due to a discriminatory or another illegal practice, he or she can file a 
lawsuit with the state or the federal government. To find out more about the termination laws in California and how to start 
the process of filing a lawsuit, read the following pages. 
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Legal and Illegal Termination 
in California 

California is an at-will employment state, 
meaning that an employer can fire an 
employee at any time without giving a 
reason

 Also, an employee is allowed to quit his or her position 
whenever he or she would like. However, there are 
some circumstances where firing an employee may be 
illegal, which could lead an employee to file a Wrongful 
Termination lawsuit against the employer. To learn the 
legal and illegal reasons for firing an employee, review the 
sections below. 

Reasons for Illegal Termination 
There are several instances that are considered illegal when 
it comes to termination in the workplace. If an employee 
fires an employee on the basis of an illegal termination, he 
or she may face a related lawsuit in the near future. 

Discrimination 

It is illegal in California and across the country to fire 
an employee because of race, ethnicity, gender, sexual 
orientation, veteran status, disability, pregnancy, religion or 
national origin. Doing so is considered discrimination, and 
is not legal. However, an employee who is not a U.S. citizen 
and does not have the legal right to work in the United 
States may be legally fired from his or her job under these 
circumstances. 

An employer is also not allowed to use the race, ethnicity, 
gender, sexual orientation, disability, pregnancy, veteran 
status, religion or national origin of the employee as a 

reason to not hire him or her, or to keep him or her from 
advancing within the company or organization. It is also not 
legal to pay employees differently based on these issues 
listed above. Employers cannot legally pay employees less 
because they are not the heads of their households. 

Retaliation and Violations of Public Policy

Outside of discrimination, there are several other reasons 
an employer may illegally fire an employee. An employer 
cannot fire an employee out of retaliation for a number 
of things, including attending jury duty, voting, attending 
court for a case that directly involves himself or herself, a 
spouse or a child or taking time off of work due to being 
a victim of a serious crime, such as domestic violence or 
sexual assault. 

Employers who have more than 50 employees must 
give employees 12 weeks of leave for issues related 
to pregnancy, childbirth, their own medical issues or 
medical issues of a close family member, such as a child, 
a spouse or a parent. Also, establishments with over 50 
employees must not discriminate against those who work 
as emergency personnel, such as volunteer firefighters or 
reserve officers if they need to perform emergency duties. 
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Whistleblowing and Political Involvement 

An employer cannot fire an employee because the employee has alerted the authorities about illegal, fraudulent or harmful 
activities the employer is performing. Also, employees cannot be fired due to their political beliefs, campaigning for public 
office or voicing their opinions on alternative workweek structure.

Breach of Contract 

Employers cannot fire employees because they failed to do something that was specified in a written or an oral contract.

Defamation

If an employer said or wrote inaccurate and harmful things about an employee to damage his or her reputation and caused 
the employee to be fired, the employer could receive a Wrongful Termination lawsuit for defamation. 

Reasons for Legal Termination 
While there are many illegal reasons for firing an employee, there still are several legal reasons for terminating an employment 
agreement with an employee. If an employee is not doing his or her job or performing it well and safely, he or she can be 
rightfully fired. Also, if the employee fails to report to work on time on a regular basis, he or she can be legally fired. 

Many companies administer drug tests to employees and potential hires to check to see if they are breaking the law or to see 
if they have substance use issues. An employer can legally fire any employee who fails a drug test. 

An employee who fail to adhere to the company’s code of conduct or is behaving in an unethical way can be fired. Employees 
who take bribes from vendors or suppliers, steal from the office or harass employees or customers could be legally fired for 
behaving unethically. 
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Avoiding Wrongful Termination 
Lawsuits 
All employers are encouraged to keep records of any 
misconduct or poor job performance, which can be used 
as proof in case of Wrongful Termination charges. This can 
be in the form of surveillance footage, emails, recorded 
phone calls, time cards or written documentation, like 
annual performance reviews. 

It is also recommended that employers write up employees 
for certain behaviors, so the employers can have proof of 
this behavior and the employees can be given fair warning 
that certain behaviors are not allowed at that company. 
This means documentation of a particular mistake, 
misbehavior or disobedience of company policy will be 
written down (usually by the human resources department) 
and kept in the employee’s file. This will also serve as proof 
of legal termination if the employer needs to provide such 
evidence. Keep these records for at least a year or more 
after an employee has been fired, as he or she still may try 
to file a lawsuit in the future.

To avoid being accused of Wrongful Termination on 
the basis of harassment or discrimination, employers 
and managers should not make jokes or demeaning 
statements about an employee’s race, religion, gender, 
sexual orientation, disability, nationality or pregnancy. Any 
employees who do engage in that sort of behavior should 
have the matter addressed by a superior. 

Also, employers need to make sure that all managers 
or supervisors know the state and federal law around 
employee rights, such as their rights to go to jury duty or to 
take time to vote. All employers should have plans in place 
for handling employees who must miss work for these 
reasons or for those who are taking family or medical 
leaves. 

Considering a Wrongful Termination 
Lawsuit
Employees need to have proof that they were fired for 
illegal reasons if they are filing lawsuits against their 
former employers. Like with employers, emails, phone 

calls, time cards, surveillance footage and performance 
reviews can be used to show how the employee and the 
employer behaved. If the employer is conducting unsafe 
or illegal business practices, the employee will need proof 
of this as well. 

It is best that you file the lawsuit as quickly as possible, as 
most employees will have between 60 and 180 days to file 
their cases from the time of termination. Some employees 
may have up 300 days, depending on the circumstance 
surrounding their dismissals.  
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Invalid Reasons for Filing 
a Wrongful Termination Lawsuit

Losing a job can be upsetting, but losing a job due to discrimination or other unlawful practices is worse. There are several 
actions that you can take if you suspect that you have been terminated due to unlawful practices. However, the law is very 
specific in its definition of what constitutes a wrongful termination. Before proceeding with a wrongful termination lawsuit in 
California, it is important you understand both federal and state definitions. 

When Wrongful Termination is Supported in California 
California allows for a wrongful termination lawsuit to be tried if your termination from employment is against public policy, 
such as firing you for refusing to participate in an illegal act. Employees who are dismissed because of their race, religion, 
sexual orientation or for participating in legal activities outside of the office, can claim discrimination. California protects 
workers who serve as informants to authorities about the illegal practices of their employers (whistleblowers). Likewise, an 
employer who makes the workplace hostile with the intent to force you to quit, can be sued for wrongful termination. However, 
stating the reasons why you could sue for wrongful termination is the first step, but not the hardest. Victims of discrimination 
and wrongful termination will need to prove that the unlawful act occurred to officials. 
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Invalid Wrongful Termination Lawsuits 
in California
The courts in California attempt to keep cases from their 
dockets that are invalid. To that end, you can save yourself 
some trouble and time by figuring out if you really have 
a case or not. California is considered an at-will state, 
which means that an employer is not required to give you 
a two weeks’ notice before letting you go. Companies 
do not have to give you a reason for dismissal, which 
can make it difficult to determine if they have fired you 
based on discriminatory practices. Additionally, unless it 
was specifically spelled out in the employee contract, the 
employer is not required to give you a severance package, 
either. When speaking with a wrongful termination attorney, 
one of the first questions he or she may ask you is if you 
have a contract that can be reviewed. 

Title VII and Small Businesses
Small businesses that employ fewer than 15 employees 
have a different set of operating rules. True, they still 
must abide by the federal guidelines, but the state allows 
small businesses of this size to opt out of unemployment 
insurance. This means that if they fire you, you most likely 
will not be eligible for unemployment benefits. This should 
have been spelled out to you when you were hired or be 
somewhere in the materials you received when hired. 
Many of the state and federal rules do not apply to small 
businesses with so few employees. 

The Title VII portion of the Civil Rights Act of 1964 is 
the act that deals with discrimination in the workplace. 
Unfortunately, small businesses that have less than 15 
employees, are not held accountable to this law. So, if you 
were fired from a small business with fewer workers than 
15 due to discriminatory practices, you may not have a 
case. 

Age Discrimination in the California 
Workplace
The Civil Rights Act protects older workers (older than 40 
years of age) from discriminatory practices by employers 

who may show a preference for younger workers. Again, 
this only applies to businesses who employ more than 15 
workers, so if you were fired because of your age, but you 
worked for a company that only had a dozen workers, then 
you will not have a case in California. 

Discrimination Based on a Disability or 
Medical Leave
All states in the U.S. prohibit discrimination to those 
who are disabled. The term ‘disabled’ is defined as an 
impairment (physical or mental) that limits a major life 
activity or ability. As long as reasonable accommodation 
has been made (compliant with ADA standards), then you 
would not have a case for discrimination. 

California and U.S. law states that if a worker has have 
worked at least a year and put in 1,250 hours before 
requesting the medical leave, the employer cannot fire 
the employee. If you needed to take medical leave for an 
illness or you have a relative who is ill, you may do so if you 
meet previously mentioned conditions and your employer 
must keep the position available to you during the duration 
you are out. You can only take up to 12 weeks, however, 
and the reason has to be a qualified medical reason. This 
only applies to businesses with more than 50 employees, 
however. If you do qualify for the leave, keep in mind 
that you would not be paid during that time, unless it is 
otherwise stated in a contract. 

How to Handle Valid Wrongful 
Termination Lawsuits
The burden of proving discrimination falls on the claimant 
who must have documentation or witnesses as evidence 
of the wrongful termination. Wrongful termination lawsuits 
are very difficult to prove, especially if the employer can 
point to less than positive performance reviews. Making 
the case for wrongful termination and finding enough 
evidence for it to hold up in court can often be an uphill 
battle. However, Speaking with a qualified employment 
law attorney is the best first step. A qualified attorney can 
determine whether you have a sustainable case.   
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At-Will Employment and 
Exceptions in California 

In California, employers and employees 
work at will, meaning employees may 
be fired at any time and, employees can 
quit at any time, as well.

Employers will not have to list a particular reason for firing 
an employee, and an employee does not need to list a 
reason for leaving. However, since the 1950s, more laws 
have been passed to help protect employees and to prohibit 
discrimination or retaliation from employers. Nowadays, 
employers cannot hire nor fire employees based on race, 
ethnicity, gender, sexual orientation, national origin, veteran 
status, disability or pregnancy. Employers also cannot 
retaliate against certain actions, like missing work for jury 
duty or filing for workers’ compensation. Additionally, there 
are three exceptions to the at-will rule that were put in place 
between the 1950s and the 1980s. But, not every state in 
the nation participates in every exception. To learn more 
about these exceptions and how they apply to California, 
read the sections below. 

Public-Policy Exception
The Public-Policy Exception makes it illegal for an employer 
to fire an employee if it goes against any laws that are 
in the public policy of the state. These laws are typically 
found in the State constitution or in an administrative 
ruling or statute. For example, most states make it illegal 
for an employer to force an employee to partake in illegal 
activity, and being fired for refusing to do so would count 
as a public policy exception to the at-will precedent. 
Currently, 43 states use this exception with California 

being one of them. In fact, California was the first state 
to enact this exception with other states following suit in 
the late 1960s. Some states (including California) take into 
account notions of civil duty or acting in the best interest 
of the common good when looking at cases that involve 
Public-Policy Exception. However, most states only look 
exclusively at the state’s laws and policies, not at broad 
ideas of civil duty. 
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Implied-Contract Exception
This exception allows terms in a verbal or a written 
agreement between the employer and the employee to be 
used to determine a just cause dismissal, for example, if a 
manager verbally promises an employee that if he or she 
performs certain duties, he or she should be able to keep his 
or her position. If that person is fired, even if he or she was 
still performing the duties that came with the position, the 
employee can file a case against wrongful determination, 
because the employer entered into a verbal agreement 
about the terms of employment with that company or 
organization. Thirty-eight states recognize this exception 
in some form. Fifteen of those states recognize verbal and 
written agreements, while the remaining 23 only recognize 
written agreements (such as an employee handbook). 
California recognizes both written and verbal agreements. 

Covenant-of-Good-Faith Exception
The exception is the rarest at-will exception, with only 
11 states adopting some form of the exception to 
their employment laws. This exception makes sure the 
employees cannot be fired without “just” or “good” cause, 
and that there is no malice or “bad faith” on the end of 
the employer. This means that an employer will need 
to provide a reason for firing an employee that is not at 
random or to hurt the employee out of bad intentions. 
Employers will need to fire their employees for misconduct, 
lack of job performance, failing drug tests or because the 
employer is experiencing financial hardship and needs to 
lay off employees. Most court systems rarely uphold the 
Covenant-of-Good-Faith Exception, as many judges and 
court systems find it to be too extreme. In a few cases, 
court systems have learned that finding an employer’s 
motive for firing an employee is too difficult a task for the 
court to determine. Some also find this exception to be a 
threat to at-will laws, altogether. California is one of the 11 
states that does use Covenant-of-Good-Faith Exception, 
with four of those states adopting a modified version of 
the exception. The majority of the country (39 states) does 
not use this exception at all. 

Additional Information
These exceptions are looked at on a case-by-case basis, 
and the judge or court overlooking the case will decide 
if the exception is valid in a particular case of wrongful 
termination. 

An employee is not required by law to give notice to his or 
her employer. Professional etiquette does have a standard 
in place of employees providing two weeks’ notice that 
specifies a reason for leaving. The reason does not 
have to be detailed, but can give a vague idea as to why 
the employee is quitting. In certain cases, such as with 
executives or managers with many employees working 
under them, it is considered good etiquette to give more 
than two weeks’ notice. However, none of this is legally 
required. 

While employers do not legally have to give reason for 
firing employees, it is best that employers do have proof 
on hand as to why the employees are no longer suitable 
for their positions. This could be proof of the employee 
frequently arriving late, disobeying his or her superior or 
company policy, behaving unethically or failing to perform 
his or her duties well. Evidences such as timecards, 
surveillance footage, emails, recorded phone calls and job 
performance reviews can all be used as evidence for just 
cause to dismiss an employee. Proof of financial hardship 
that causes layoffs can also be used if the employee was 
let go for that reason. Witnesses who saw the employee’s 
poor performance or unethical behavior can also be called 
on as evidence. Also, employers should be aware of what 
details are in their employee handbooks, as handbooks 
that specify certain terms for dismissal may be used 
during lawsuits to prove wrongful termination. 

Laws regarding employment are constantly changing, 
and can change by state or local area. It is best to stay 
up-to-date with the employment laws in your area and 
to review the terms in your employee handbook, so you 
can understand what will and will not constitute wrongful 
termination. 
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How to File a Wrongful 
Termination Discrimination 
Charge in California 

California is an at-will state, meaning employers and employees can break their employment agreements at any time. While an 
employer may not have to give you a reason for dismissal, there are still some circumstances where you could be wrongfully 
fired or dismissed. In these cases, many employees chose to file Wrong Termination suits against their employers. However, 
not all of these suits are the same, as one can be wrongfully dismissed for a number of reasons. If you believe you have been 
fired because of discrimination, you will need to file a Wrongful Termination Discrimination Charge with the proper authorities 
following the proper guidelines. To learn how to go about this, read the information below.
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Filing a Wrongful Termination 
Discrimination Charge
The U.S. Equal Employment Opportunity Commission 
(EEOC) is in charge of handling cases of employment 
discrimination. There are many ways you can file a 
Wrongful Termination Discrimination Charge, including 
online, by phone, in person, at a local employment agency 
or by mail. 

Online

If you need to file a discrimination charge, you can do so by 
using the online system provided by the EEOC. The EEOC 
also has a public forum where anyone can ask questions 
about filing a charge and other legal matters.

By Phone 

You cannot fully submit a charge by phone, but you can 
start the process, as well as ask a representative any 
questions you may have about your case. The EEOC can 
be reached at this number: 800-669-4000.

In Person

You can make an appointment to report a charge of 
discrimination in person. This appointment can be made 
online. At the appointment, make sure to bring any 
documentation with you that will serve as evidence in 
your case. If you are using a lawyer or need a language 
interpreter, you are welcome to bring these persons to the 
appointment. You will be able to completely file a charge 
when at the EEOC office. 

At a State or Local Fair Employment Practice Agency

Many states or local areas have agencies set up to help deal 
with cases of discrimination or other unfair employment 
practices. If you file a charge through one of these local or 
state agencies, you can choose to have the charge sent to 
the EEOC, as well. 

By Mail

While this option is the slowest method for filing a claim, 
it is still available for those who cannot – or do not – 
want to file using another method. You must write a letter 
explaining why you need to file a charge. This letter needs 
to include:

Your name, address and phone number.

The name, address and phone number of your 
former employer. 

The number of employees that work at your 
former employer.

The date when the act of discrimination took 
place.

A short message about the details of this act 
of discrimination.

Your signature (you must sign the letter, or it is 
considered invalid).

The letter will need to be sent to your local EEOC office. 
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After Filing a Charge 
Once you filing is complete, you will get a log in for the 
EEOC public portal where you can see details about your 
case, as well as update important information, such as your 
contact details, or upload documents about your case. If 
you applied online, you will already have an account. 

Not all cases end up in the courtroom. Both the employee 
and employer can agree to use a mediator who will help both 
parties come to a satisfactory outcome for all involved. If 
either party refuses mediation, or if the mediation does not 
lead to an agreement, the employee can prompt the EEOC 
to investigate the employer. The employer will be asked to 
write a Respondent’s Position Statement about the stance 
taken on your case. After it is added to your file (which can 
be accessed online), you will have 20 days to respond to 
the letter. The EEOC will then investigate the employer by 
conducting interviews, calling witnesses and gathering 
documents from both the employer and the employee. If 
the employer refuses to partake in the investigation, the 
EEOC can subpoena the employer to give the needed 
information to the EEOC. 

The employee also has the right to request a Notice of Right 
to Sue from the EEOC. Those filing charges under Title 
VII (discrimination based on race, color, religion, sex and 
national origin), or under the Americans with Disabilities 
Act (ADA) will need to request a Notice of Right to Sue 
before filing a lawsuit in federal court. Those who have 
been discriminated against due to age or those who have 
been paid less due to gender do not need this notice. The 
notice will only be sent to you by the EEOC if it cannot be 
determined if a law was broken during the investigation. If 
the EEOC can determine if a law was broken, a settlement 
attempt with the employer will ensue before issuing a 
Notice of Right to Sue. 

Federal and State Law 
You can file a charge with the federal government, which is 
the EEOC, without filing in your state. You can also file only 
in your state and not federally. However, it is better to file 
with both. Filing with the state and federal governments 
is called dual filing, which is beneficial because it means 

the proper authorities will take federal, state and local laws 
into account when dealing with your case.

Note that federal employees will need to complete 
a different process if they believe they have been 
discriminated against. 

Additional information
Generally speaking, it will only take about three months for 
an agreement to be reached if you use a mediator. Pursuing 
an EEOC investigation can take about 10 months, and 
lawsuits can take several months or years to be completed. 
For this reason, mediation is strongly recommended. 

You do not need a lawyer to file a charge or to attend 
mediation. However, legal representation during a lawsuit 
is strongly suggested. 
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Paid Family Leave in California 

Paid Family Leave (PFL) benefits are administered by the California Employment Development Department (EDD). PFL benefits 
are issued to eligible workers who need to take time off from work to care for a seriously ill family member or to bond with 
a new child entering the household. To qualify, he or she must be employed or searching for work when the period of family 
leave begins. At least $300 in base pay must have been earned with SDI deductions taken out to qualify for PFL benefits. A 
medical certificate verifying the family member and his or her serious illness or the child entering the home must also be 
provided with the claim form at least nine days after family leave begins, but no later than 49 days after the start of family 
leave. The medical condition must include an injury, illness or impairment. Unless complications arise, a family member’s 
cosmetic surgeries, headaches or common colds do not qualify a worker for PFL benefits.

A qualified worker can apply for PFL benefits online or by mail. Submission of the Claim for Paid Family Leave Benefits Form 
begins the application process by mail. An online applicant must register and complete the application online. After a seven-
day waiting period, qualified applicants may receive benefits consistent with 55 percent of their previous weekly earnings, with 
a maximum benefit amount of $1,173 weekly. Applicants who were denied PFL benefits or who disagree with the amount of 
benefits awarded may appeal the EDD’s decision. Program beneficiaries who need additional benefits after expiration may 
apply for a continuation of benefits. To find out more about PFL in California, review the sections ahead.
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Eligibility for Paid Family Leave 
Benefits in California 

Paid Family Leave (PFL) benefits are issued to eligible California residents who are losing wages and missing work due a family 
member’s serious illness or to bond with a new child. The temporary benefits are issued to provide a worker approximately 55 
percent of his or her regular wages while away from employment for up to six weeks within a 12-month period. PFL benefits 
cannot hold a beneficiary’s employment or guarantee that he or she will resume regular work hours after benefits have ceased. 
Workers planning to take time off to care for a family member or introduce a new child to the family should follow company 
policy to notify their employers of their reason for absence. Job protection for PFL beneficiaries may be provided under the 
federal Family and Medical Leave Act (FMLA) or the California Family Rights Act (CFRA). 

PFL benefits are only issued to workers or active jobseekers who meet all the program’s eligibility criteria, and who successfully 
file claims through the California Employment Development Department (EDD). Before attempting to receive PFL benefits, 
potential applicants should learn more about the eligibility guidelines of the program to ensure they qualify for benefits. To 
find out more about the eligibility guidelines for PFL beneficiaries, eligible serious illnesses that qualify and the ineligible 
sicknesses that do not warrant eligibility, review the information that follows.
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Eligibility Criteria for PFL Benefits
For PFL eligibility, an applicant must be unable to do his 
or her regular job for at least eight days due to a need to 
provide care to a family member because of a serious 
illness. He or she may also miss work for at least eight 
days because a new foster or adopted child is entering the 
home and the applicant needs time to bond with the child. 
The birth of a baby and the need to bond with the new baby 
is also an eligible reason to apply for PFL benefits. 

To receive PFL benefits, a worker must be working full-time, 
part-time or actively seeking employment at the time of 
family leave. The worker must prove that he or she has lost 
wages due to missing regular employment or the inability 
to continue seeking employment. PFL claims must be 
made by applicants after the ninth day of family leave. The 
claim form must also be completed and submitted within 
49 days after the first day of family leave. Attempting to 
file a claim before or after this time period may lead to a 
refusal of benefits. 

To receive PFL benefits, an applicant must have earned 
at least $300 during the base period with State Disability 
Insurance (SDI) deductions withheld. Applicants who have 
not worked enough regular employment hours to have 
earned this amount with SDI deductions are not eligible 
for PFL benefits. Applicants who receive benefits from 
Disability Insurance (DI), Unemployment Insurance or 
workers’ compensation are not eligible for PFL benefits.

PFL applicants currently in custody for committing a 
crime or applicants who are not currently earning wages 
or looking for work do not qualify for PFL benefits. Some 
PFL applicants may be required to use their employers’ 
two weeks of paid vacation time first before qualifying for 
PFL benefits. All eligible PFL applicants are subject to a 
seven-day waiting period before receiving benefits. 

Eligible Serious Health Conditions
If a worker attempts to claim PFL benefits due to a family 
member’s serious health condition and his or her role in 
caring for the relative, the relationship and family member 
must qualify with PFL guidelines. A “family member” is 
considered:

A grandparent or grandchild.

A parent or parent-in-law.

A sibling or child.

A spouse or registered domestic partner.
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The serious health condition a family member is suffering 
from must also qualify with PFL regulations for an 
applicant to be considered for benefits. Eligible serious 
health conditions include any injury, illness, impairment 
or a physical or mental condition that leads to a period of 
incapacity for the family member. Incapacitation is defined 
as the inability to work or perform regular daily activities. 
Health conditions that warrant the assistance and care of 
a relative may also include inpatient care in a residential 
medical facility, a hospital or hospice. Family members 
receiving continual care and treatment from a physician 
or medical practitioner may also need assistance from a 
family member for a period of time. 

To prove the family member and his or her medical 
condition meets the PFL eligibility guidelines, an applicant 
must submit a medical certificate along with the claim 
form when applying. A certified physician or practitioner 
must complete and sign the medical certificate to verify 
the family member’s condition and his or her need for 
care. While a nurse practitioner may complete the medical 
certificate, he or she must also collaborate with a medical 
doctor, a physician or a surgeon to provide details of the 
condition and the treatment plan that must be followed. 
If a religious practitioner is currently caring for the family 
member, a Practitioner’s Certification for Paid Family 
Leave Benefits (Form DE 2502F) can be requested from 
an SDI office. For acceptance of a medical certificate 
from a religious practitioner, the practitioner must already 
be accredited by the California EDD. After submitting a 
claim and medical certification, the EDD may request an 
independent medical examination of the family member to 
confirm the medical condition and the need for care.

PFL applicants who request benefits because a new 
child or baby is being fostered, adopted or born are also 
required to provide proper evidence. Adoption or foster 
records must be submitted with the PFL application. PFL 
benefits must be claimed within 12 months of a child 
entering the home. Workers currently receiving Disability 
Insurance benefits for pregnancy-related expenses do not 
need to apply for PFL benefits after a baby is born. The 
proper claim form for PFL benefits should automatically 
be sent by mail or online through the SDI Online account 

Common colds and flus.

Earaches.

Upset stomachs or headaches.

Minor ulcers.

Cosmetic treatments (unless complications 
arise).

after Disability Insurance benefits end.

Ineligible Serious Health Conditions
There are several types of medical conditions that do not 
qualify a family member caretaker to receive PFL benefits. 
Eligible serious health conditions do not include:

Migraines may be considered qualifying serious health 
conditions if professional medical doctors can successfully 
certify the need for family members to provide care.
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Contact information, such as name and 
address.

Employer information, occupation title and 
wages.

Last date of work and reason for claim.

Date PFL claim benefits should begin and when 
they should end.

How to Apply for Paid Family 
Leave Benefits in California 

California Paid Family Leave (PFL) 
applicants should learn about the 
application process before attempting 
to collect benefits.

The application process must be completed in its entirety 
with the California Employment Development Department 
(EDD) for benefit consideration. Incomplete applications or 
claimants missing documentation will experience a delay 
in the claims process, and will receive a request from the 
EDD for additional information.

The application process may be slightly different, 
depending on the type of claim an applicant is filing for 
PFL benefits. A claim form and additional documentation 
must be provided to the EDD before a representative can 
analyze an applicant’s case and decide if he or she is 
eligible or ineligible for benefits. To learn more about the 
PFL claim application forms, applying online, applying by 
mail and the documentation that may be requested, review 
the following sections. 

PFL Benefit Application Forms
A potential PFL applicant must complete the Claim for 
Paid Family Leave Benefits (Form DE 2501F) for benefit 
consideration. A sample of the form is available on the EDD 
website, so a potential applicant can learn the information 
needed to successfully complete the form. If completing 
a paper application, an applicant must use a black-ink pen 
and keep all three pages together when submitting.

All applicants must fill in responses on Page One, Part A, 
including:

The additional sections an applicant must fill out can vary 
depending on the applicant’s reason for the claim. If an 
applicant wants to claim PFL benefits for both bonding and 
caregiving, he or she should not complete both sections 
of the application. Benefits can only be provided for one 
claim reason over the same period of time. If a different 
time period of benefits is claimed for another reason, the 
applicant must fill out a separate claim form.

http://www.edd.ca.gov/pdf_pub_ctr/de2501f-sample.pdf
http://www.edd.ca.gov/pdf_pub_ctr/de2501f-sample.pdf
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Bonding with a New Child

New foster parents, mother, fathers, adoptive parents 
or registered domestic partners who want to claim PFL 
benefits to bond with a child must complete the claim form 
if no prior pregnancy-related benefits are being received. In 
addition to page One, Part A, applicants must also complete 
page Three, Part B. This section of the application asks 
for the date of foster care or adoption placement and the 
child’s new relationship to the applicant. The section also 
asks for the child’s information, including Social Security 
Number and date of birth.

Caregiver

After completing page One, Part A of the PFL benefit claim 
application, a caregiver applicant must also read and 
sign Page Two. This page gives the medical practitioner 
permission to share a relative’s medical information with 
the EDD for the purpose of PFL benefits. It also asks 
the applicant to provide the relative’s name and agree 
to the medical disclosure. Caregiver claimants must 
also complete Page Three, Part C. This section asks for 
information on the relative needing care, including his or 
her name and address. If a relative who needs care cannot 
sign the claim form due to a disability, the applicant must 
call PFL at 877-238-4373 for further instruction. He or she 
may be required to submit additional forms. The relative’s 
practitioner or physician must also complete and sign 
Page Four, Part D, which offers details on the care the 
patient needs from the applicant.

Bonding with a New Baby After Receiving Disability 
Insurance (DI) Pregnancy-Related Benefits

New mothers who received pregnancy-related DI benefits 
may want to apply for PFL benefits after giving birth. 
When DI benefits cease and the claim is expired due to 
childbirth, the new mother should receive a Claim for Paid 
Family Leave (PFL) Benefits – New Mother Form (Form DE 
2501FP) in the mail or online upon DI benefit expiration. 
She should complete the form in its entirety and submit it 
for PFL benefit consideration. The form must be mailed or 
submitted online no more than 41 days after she wishes to 
begin receiving benefits for the bonding claim. If the form 
is not received, a new mother can request it by calling PFL 
or by using the EDD’s online messaging help service.

Select “File a new claim.”

Choose either “Paid Family Leave Bonding” or 
“Paid Family Leave Care,” depending on the 
type of claim being filed.

Complete all information requested.

Select “Submit” when all fields are complete.

Receive a confirmation page and write down 
the Form Receipt Number to keep on file.

Applying for PFL Benefits Online
Submitting a PFL claim form online is the fastest and 
easiest way to apply for benefits. Using the SDI Online 
portal through Benefit Programs Online, a potential 
applicant must first create a username and password for 
an online account. After registering and logging in to the 
new account, an online user must:

1

2

4

3

5

https://askedd.edd.ca.gov/
http://www.edd.ca.gov/Disability/SDI_Online.htm
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A tutorial about submitting an online PFL claim is available 
on the EDD website. After submitting an application, the 
applicant is also required to attach and submit additional 
documentation, as requested. If electronic documents are 
available, the applicant can submit them through the same 
online portal. 

Applying for PFL Benefits by Mail
To file a claim for PFL benefits by mail, a potential applicant 
must first obtain a paper application. A potential applicant 
can order a form online using the EDD website, request one 
to be mailed by calling 877-238-4373 or obtain a form by 
visiting a local SDI office. Additionally, a mail-in applicant 
may be able to obtain a paper application by asking his 
or her employer or medical practitioner, if filing a care 
claim. If assistance is needed when completing the paper 
application, a claimant can use the online application 
guide or contact the PFL office for help. After completing 
all mandatory portions of the application, it can be mailed 
to:

State of California
Employment Development Department
P.O. Box 989315
West Sacramento, CA 95798-9315

Mail-in applicants should be sure to include the proper 
postage and all additional documentation requested for 
prompt claim processing. The applicant’s employer will 
be notified about the PFL claim, but no medical details 
are shared. An applicant should learn about claim status 
within 14 days of application submission. For care claims, 
if a medical practitioner prefers to submit Part D of the 
application online, it may take the EDD an additional five 
business days to process the claim.

Documentation Needed for a PFL 
Claim
The additional documentation requested by the PFL office 
for eligibility consideration depends on the type of claim 
for which an applicant is applying.

Bonding with a New Child

A Proof of Relationship document is required. This may 
include a birth certificate or adoption or foster care 
documentation.

Caregiver

A Care Recipient’s Authorization for Disclosure of Personal 
Health Information is required to give permission for medical 
record disclosure. Additionally, Part C – Statement of Care 
Recipient must be signed by the relative needing care or his 
or her representative, and Part D – Physician/Practitioner’s 
Certification must be completed by the physician. If an 
application was submitted online, the applicant can give 
the Form Receipt Number to the practitioner, so he or she 
can submit the medical certification online or by mail. 

Bonding with a New Baby After Receiving Disability 
Insurance (DI) Pregnancy-Related Benefits

No additional documentation is needed once the Claim for 
Paid Family Leave (PFL) Benefits – New Mother Form is 
submitted.

http://www.edd.ca.gov/Disability/pdf/SDIOnlineTutorialClaimantRegistration.pdf
http://www.edd.ca.gov/Forms/
http://www.edd.ca.gov/Disability/Contact_SDI.htm
http://www.edd.ca.gov/pdf_pub_ctr/de2475.pdf
http://www.edd.ca.gov/pdf_pub_ctr/de2475.pdf
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After You Apply for Paid Family 
Leave Benefits in California 

Once a PFL benefit application is submitted online or by mail, an applicant should receive notification from the EDD within 14 
days. If an applicant is submitting a care claim and the relative’s medical practitioner opts to submit the medical certificate online, 
the EDD may take an extra five business days to process the claim. Once processed, the EDD contacts the applicant online or 
by mail with an eligibility determination. In some cases, if an application is not fully completed or additional documentation is 
needed, an applicant will receive a request from the EDD for more information. This can delay claim processing, so applicants 
should submit the additional information as soon as possible. To learn what happens when PFL claims are approved, how to 
respond to denied claims, certifications for continued benefits and how to discontinue PFL claim benefits, review the following 
sections.
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After PFL Claim Eligibility is Approved
Once an applicant has submitted all necessary 
documentation, the EDD will process the PFL claim. 
The claimant will first receive a Notice of Computation 
(Form DE 429D) from the EDD. This notification is not 
an approval notice, but does provide the claimant with 
benefit calculations based on his or her income and other 
characteristics provided in the application. Benefits range 
from $50 to $1,173 per week. To qualify for the maximum 
weekly benefit amount, a claimant must earn at least 
$27,071.83 in a calendar quarter during the base period. 
The amount of benefits awarded may change due to 
additional income received by the claimant. This additional 
income may include:

Paid Time Off (PTO) or sick leave pay.

Employer required vacation or holiday pay.

Residuals, commissions and bonuses.

Self-employment income.

Insurance settlement or worker’s compensation 
benefits.

An approved PFL claimant will receive a payment 
notification (Form DE 2500E) in addition to the Notice of 
Computation. The claimant will also receive a California 
EDD Debit Card for Unemployment and Disability Benefits 
notification, along with the EDD debit card issued by Bank 
of America. The EDD debit card is the only way Disability 

Insurance (DI), PFL and Unemployment Insurance (UI) 
payments are accessed by beneficiaries. PFL claimants 
who received any one of these types of benefits within the 
past three years may already have valid EDD debit card 
accounts. This same debit card can be used to access PFL 
benefits. 

A new EDD debit card holder needs to activate his or her 
card online through the Bank of America website, or by 
calling 866-692-9374. Benefits are automatically issued to 
the claimant’s account and are accessed through the EDD 
debit card. It is used as a regular debit card anywhere a 
Visa debit card is accepted. Beneficiaries may also opt to 
have benefits directly deposited into their own savings or 
checking accounts through Bank of America.

https://prepaid.bankofamerica.com/EddCard/Home/Index
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After PFL Claim Eligibility is Denied
A PFL applicant is sent a Notice of Paid Family Leave 
Determination (Form DE 2514) when he or she is denied 
benefits. The notice states the reasons for denial. For a 
care claim, the reasons may include the type of serious 
illness claimed, the lack of an acceptable medical 
certification submission or the relationship the applicant 
has to the relative. For a bonding claim, the reasons for 
denial may include the relationship to the child or the 
lack of information from the foster or adoption case 
documentation submitted. In some cases, the EDD simply 
did not receive required documents in a timely manner. 
If the applicant has the required documentation or 
information, he or she should contact the EDD to request a 
reconsideration of PFL benefits. 

In addition to the notice of denial, an Appeal Form (Form 
DE 1000A) is also provided to denied PFL applicants. The 
appeal form offers instructions on the appeals process, 
including the mailing address to send the form if an 
appeal is requested. The form asks the denied applicant to 
provide a brief description of the denial, and why he or she 
disagrees with it. The form also asks for the applicant’s 
contact information and claim information. Once received, 
the EDD will schedule a hearing in front of an administrative 
law judge to determine if the denial should stand. A denied 
applicant has 20 days to appeal the decision. However, if 
he or she has good reason for filing an appeal after this 
deadline, the appeal may still be considered. 

PFL Continued Benefit Certification and 
Extension
Approved PFL claimants who reported on the application 
that they may continue work or experience an intermittent 
leave will also receive a Continued Claim Certification for 
Paid Family Leave Benefits Form (Form DE 2580GF). The 
claimant must complete this form and indicate the days 
he or she worked during the claim period. This allows the 
EDD to correctly calculate the claimant’s PFL benefits. If a 
claimant does not submit this form to the EDD, he or she 
will not receive PFL benefits.

When a claimant receives a Notice of Final Payment Form 
(Form DE 2525XF), it indicates the claimant is returning 
to work, and PFL benefits will cease. The claimant will 
also receive a Paid Family Leave Supplemental Claim 
Certification (Form DE 2525XFA) with the final payment. 
This form allows a claimant to apply for an extension of 
PFL benefits if he or she does not plan to return to work. 
If the claimant wishes to extend benefits for a care claim, 
he or she must select the proper box on the form, and the 
relative’s practitioner must also submit an updated medical 
certification. If the claimant wishes to extend a bonding 
claim, he or she must select the respective box and send 
the form back to the EDD. Benefit extension is granted only 
if there are still benefits available. Claimants can check the 
statuses of their claims by logging onto their SDI online 
accounts, or by calling the PFL office at 877-238-4373. 

Discontinuing PFL Benefits
If a PFL claimant has returned to full- or part-time work, 
a relative no longer needs care or has passed away or a 
bonding recipient is deceased, he or she needs to notify 
the EDD immediately. If benefits continue to be issued 
after one of these events, the claimant will experience an 
overpayment, and is then responsible for paying back the 
EDD for ineligible PFL benefits. The claimant can notify 
the EDD that he or she needs to discontinue benefits by 
mail, online or by phone. The PFL address is available on 
all payment notices. Discontinuation of benefits can be 
requested through a claimant’s SDI online account or by 
calling the PFL office. If the care or bonding recipient is 
deceased, the claimant will need to provide the date of 
death, since benefits are awarded up until this date, if other 
eligibility criteria is met.

http://www.cuiab.ca.gov/Documents/forms/DE_1000A.pdf
http://www.cuiab.ca.gov/Documents/forms/DE_1000A.pdf
http://www.edd.ca.gov/Disability/SDI_Online.htm
http://www.edd.ca.gov/Disability/SDI_Online.htm
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Disability Insurance in California 

California workers who are experiencing lost wages due to disabilities that are not work-related may qualify to receive Disability 
Insurance (DI) benefits. The DI program was established in 1964 to ensure workers suffering from disabilities could stay 
financially stable while not receiving wages for short periods of time. 

To qualify, workers must have a disability that prevents them from performing regular full- or part-time work or actively seeking 
employment for at least eight consecutive days. The lost wages must be directly correlated to the disability, and the worker 
must have earned at least $300 in wages with DI deductions already being withheld throughout the base period. 

To apply for DI benefits, a California worker must submit a claim online or by mail. He or she must also include a medical 
certification from a physician or a practitioner that outlines the details of the disability, confirms the inability to work and 
provides the continuing care and treatment plan. To receive DI benefits, an applicant must be actively receiving professional 
care or treatment. 

If approved for the program, DI benefits are calculated using the income earned during the base period before the claim 
was submitted. A beneficiary will receive an EDD debit card to utilize benefits. Claimants may need to certify with the EDD 
for a continuation of benefits. If DI benefits are no longer needed, a claimant must notify the EDD immediately for benefit 
discontinuation to avoid an overpayment. If a claim is denied by the EDD, a notification is sent to the applicant with reasons 
for the denial. If the applicant disagrees with the denial, he or she can choose to file an appeal. A hearing may be scheduled 
with an administrative law judge to determine if the denial should be reversed, and benefits awarded to the denied applicant. 

To learn more about the DI program, including eligibility, application procedures and what happens after a claim is filed, review 
the sections that follow. 
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Eligibility for Disability Insurance 
Benefits in California  

Disability Insurance (DI) benefits are funded by workers, and are administered through the California Employment Development 
Department (EDD). State Disability Insurance (SDI) deductions are mandatory for all eligible workers, so the program is properly 
funded and can offer consistent benefits to residents who need them. Self-employed workers can also elect to contribute to 
SDI deductions. If a worker does not participate in SDI deductions from his or her income, DI benefits cannot be claimed from 
the state, if needed. Approximately 18.1 million California residents claim some form of SDI benefits.

The DI program issues financial assistance to workers who are unable to collect wages due to non-work-related disabilities, 
including injury, illness or pregnancy. The amount of benefits provided to a DI beneficiary is dependent upon the wages he or 
she earned in the base period before the disability claim started. To continue receiving DI benefits while recovering, a claimant 
must certify that he or she is still undergoing care or treatment. Before DI benefits are issued to an applicant, he or she 
must prove that all the program’s eligibility requirements are met. To learn more about the DI program’s eligibility guidelines, 
including the work requirements and what characteristics make a claimant ineligible to receive benefits, review the following 
informative sections. 
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DI Program Work Requirements
Workers who cannot work full- or part-time and those 
who cannot actively seek employment for at least eight 
consecutive days may be eligible to claim DI benefits. 
Before attempting to claim benefits, the worker must 
have earned at least $300 in wages with SDI deductions 
withheld throughout the base period before the claim was 
made. A base period is the five- to 18-month period before 
submitting a claim in which the potential claimant was 
working or searching for employment. There is no specific 
amount of time a worker must have been employed at his 
or her current job for eligibility purposes. The amount of 
wages earned in this period is what the DI program uses to 
determine eligibility for benefits. 

Before submitting a claim, a worker must also prove that he 
or she was actively earning wages or seeking employment, 
and that the disability, injury, illness or pregnancy is the 
reason he or she can no longer work or seek employment. 
There is a seven-day waiting period before benefits are 
awarded to eligible applicants. A claim must be filed within 
49 days of the first day of disability. If the claim is not filed 
within this time frame, the claimant will lose out on DI 
benefits. 

Some government workers and school employees who 
had collective bargaining contracts may be eligible for 
DI benefits, regardless of their previous employment. If 
a government worker can successfully claim that base 
period wages came from a private employer, he or she may 
also still be eligible for DI benefits. If a claimant works for 
more than one employer simultaneously or throughout the 
base period in question, he or she must claim all income 
earned. This allows the DI program to determine eligibility 
and correctly calculate benefits if eligibility is confirmed. 

Qualifying Disabilities for DI Benefits
To successfully claim DI benefits, an applicant must claim 
an eligible illness or injury that did not occur in relation 
to his or her regular work. Additionally, a pregnancy that 
leads to missing wages may allow a claimant to receive DI 
benefits. To qualify, the claimant must provide information 
on his or her reason for an inability to earn wages or seek 

employment on the DI program application. The application 
must also be accompanied by a medical certification 
completed by the claimant’s practitioner or physician. A 
nurse practitioner may complete the disability certification 
if it is within his or her scope of practice. A physical 
examination must also be completed in collaboration 
with a physician or surgeon for the medical certification 
to qualify. For applicants claiming pregnancy or childbirth 
as the reason for missing wages, medical certifications 
can be completed by licensed nurse midwives, nurse 
practitioners or midwives. 

A potential claimant under the care of a religious 
practitioner must request a Claim for Disability Insurance 
Benefits-Religious Practitioner’s Certificate Form (Form 
DE 2502) for completion, instead of a regular medical 
certificate. The religious practitioner must be accredited 
with the EDD for potential claim approval. In addition 
to the medical certification submitted, the EDD may 
also request an independent medical exam take place 
before eligibility for the DI program is determined. An 
additional independent medical exam may be scheduled 
to determine the eligibility for a continuation of benefits. A 
claimant must be maintaining ongoing care and treatment 
to continue receiving DI benefits.

A DI program applicant who is receiving cosmetic or 
elective surgery is eligible for DI benefits if all other 
requirements are met. A medical certification from a doctor 
or a physician must be completed, which confirms regular 
work duties cannot be performed due to the surgery.

DI Program Ineligibility
DI applicants who are receiving Unemployment Insurance 
(UI) are ineligible to also receive DI benefits. If an employer 
is currently paying an employee full wages while he or 
she is on leave, DI benefits will not be paid. However, if 
the sick wages provided by an employer are less than the 
employee’s full salary, he or she may still qualify for full or 
partial DI program benefits. If an employer is paying an 
employee full sick wages for the first seven days he or she 
is claiming a disability, DI benefits may still begin on the 
eighth day if all other eligibility factors are met. Since the 
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program adheres to a seven-day waiting period without benefits, the employer sick pay does not interfere with the eligibility 
requirements. 

Generally, government workers are not eligible to receive DI benefits. However, if some wages were earned in the base period 
through a private employer, the applicant may still qualify. All government workers are encouraged to apply for DI benefits 
if other eligibility requirements are met. Workers who recently quit their jobs or were laid off generally do not qualify for DI 
benefits. However, the EDD encourages these workers to apply for program benefits if other eligibility qualifications are met, 
because there may be exceptions.
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How to Apply for Disability 
Insurance Benefits in California 
Disability Insurance (DI) is funded entirely by California 
workers’ payroll deductions and offers financial assistance 
to residents who cannot earn wages or seek employment 
due to disability. The program pays out approximately 
55 percent of an eligible worker’s regular wages, and 
provides benefits for a maximum of 52 weeks. Before DI 
claimants can receive benefits through the program, they 
must thoroughly complete the application process. The 
application process involves submitting an application 
for DI benefits and having the physician submit a medical 
certification. Once these two important items are sent 
to the California Employment Development Department 
(EDD), eligibility for program benefits is examined. The 
information provided in the application also allows the 
EDD to compute the amount of benefits an applicant may 
be qualified to receive while on disability. To find out more 
about the application and information needed to apply for 
DI benefits and how to submit a claim online or by mail, 
read through the following sections.

DI Claim Application and Information 
Needed
An applicant is required to complete a Claim for Disability 
Insurance Benefits Form (Form DE 2501) and submit it to 
the EDD either online or by mail. A sample of Form DE 2501 
is available online, so a potential applicant can review the 
information requested on the application. The first page of 
the DI benefits application must be filled out and signed 
by the claimant, because it gives the physician permission 
to share medical information with the EDD. Part A of the 
application must be completed thoroughly by the claimant 
and provides the EDD with identification and information 
needed, including the Social Security Number, mailing 
address, date of birth, phone number and full legal name. 

The application also asks for the worker’s current or past 
employer information, including the address and phone 
number. Part A of the application asks for the date the 
applicant started the disability. This date may be different 
from the date he or she wishes for the DI benefits to start.

Page three of the application begins by asking for a 
specific job description, including the daily tasks required, 
weight lifted and movements performed. The reason the 
worker cannot earn wages is also requested, including 
information for a second employer, if applicable. If the 
applicant is receiving worker’s compensation benefits, he 
or she must also provide information on the claim and the 
benefits received. Once completed, the applicant must 
sign and date the application attesting that all information 
provided on the application is truthful.

Part B of the DI benefits application can only be completed 
by the applicant’s physician or practitioner. By completing 
Part B and submitting it to the EDD, the physician provides 
a mandatory medical certification. The physician can opt to 
submit Part B of the application online, even if the applicant 
submits Part A by mail, and vice versa. Physicians who 
have questions about completing Part B of the application 
can contact the EDD at 916-654-8621.

Submitting a DI Claim Online
The EDD recommends all potential DI benefit applicants 
complete the online application, instead of mailing an 
application. The online system is easy to use, is available 
24 hours a day, seven days a week and allows an applicant 
to check the claim’s status without calling the EDD. To 
begin the online application process, a potential applicant 
must visit the Benefit Programs Online website and 
create a valid account by selecting a unique username 

http://www.edd.ca.gov/pdf_pub_ctr/de2501.pdf
http://www.edd.ca.gov/Benefit_Programs_Online.htm
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and password. The online account is used to apply for DI 
benefits, and is also used to communicate with the EDD, 
check benefits if successfully enrolled in the program 
and report changes to income or weekly hours worked. 
When creating an account, the user must agree to the 
website’s terms and conditions, and complete an extensive 
security profile. This ensures the applicant’s information 
is safe and secure. An e-mail confirmation is sent to the 
registered user, and he or she must validate the account by 
clicking the link provided in the message within 48 hours. 
If the confirmation link is not visited in time, the potential 
applicant must recreate an online account.

After registering and logging into his or her account, the 
potential DI program applicant must select the “SDI Online” 
button to access the DI application. Under the “Main 
Menu,” the online user should select “File a New Claim” 
and “Disability Insurance” as the type of claim. When the 
applicant has completed Part A of the application in its 
entirety, he or she can select “Submit” to begin the claim-
filing process. The system will take the applicant to a 
confirmation page which provides a Form Receipt Number. 
The applicant must write down or print this Form Receipt 
Number, and give it to his or her physician. The number is 
used to identify the applicant when the physician is filing 
the medical certification online or by mail. 

The claim cannot begin processing until Part B of the 
application is completed and submitted by the applicant’s 
physician. The applicant is responsible for informing the 
physician that he or she needs to complete and submit 
the medical certification portion of the application. 
The applicant must also ensure that the physician has 
submitted the certification in a timely manner and provided 
a signature and a license number. Preferably, the physician 
will also log on to the system by creating a unique user 
account and submit Part B of the application. Once both 
parts of the application are submitted, the applicant should 
learn about his or her eligibility for the program within 14 
days. If the medical certification is not submitted within 49 
days of the claim start date, the applicant may risk losing 
eligibility for DI benefits. 

Applying for DI Benefits by Mail
The first step to applying for DI benefits by mail is to 
obtain a paper application. A blank Claim for Disability 
Insurance Benefits Form cannot be downloaded online, 
but can be ordered online through the California EDD 
Forms and Publications website. A potential applicant 
can also visit a local SDI office to pick up a blank form or 
call 800-480-3287 to request a form. Applicants may also 
ask their physicians, practitioners or employers for a blank 
application for DI benefits. 

The applicant should complete Part A of the application 
and provide Part B to his or her physician to complete. 
Once both parts of the application are completed, they 
should be combined and mailed to:

State of California
Employment Development Department
P.O. Box 989777
West Sacramento, CA 95798-977

Mail-in applicants should keep copies of their applications 
for their records. All mail-in applicants should allow extra 
time for claim processing, due to delivery time. If the 
physician prefers to submit the claim online using the 
Benefit Programs Online portal, he or she can do that even 
if the applicant mails Part A of the application to the EDD. 
However, claim processing cannot start until the EDD 
receives the mailed Part A of the application. 

http://www.edd.ca.gov/Forms/
http://www.edd.ca.gov/Forms/
http://www.edd.ca.gov/Disability/Contact_SDI.htm
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After You Apply for Disability 
Insurance Benefits in California 

Disability Insurance (DI) applicants who have successfully filed claims online or by mail will receive a response from the 
California Employment Development Department (EDD) about eligibility for the program within 14 days. If an applicant opted 
to mail in the application, if there was a delay on the physician’s completion of Part B of the application or if the application 
was incomplete, claim processing may take longer than 14 days. Online applicants can check the statuses of their claims by 
logging into their Benefit Programs Online accounts. Mail-in applicants can check the statuses of their claims by calling the 
EDD at 800-480-3287. DI program applicants should learn what to expect when the application process is complete. To find 
out what happens after a DI applicant is approved or denied for benefits, how to certify benefits for continued coverage or how 
to extend or discontinue benefits, review the following sections below.

http://www.edd.ca.gov/Benefit_Programs_Online.htm
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After DI Benefit Eligibility Approval
A Notice of Computation Form (Form DE 429D) is sent to all applicants, regardless of eligibility status. This form shows 
the potential benefits that may be awarded to the program applicant if he or she is approved to receive DI benefits. Weekly 
benefit allotments range from $50 to a maximum of $1,173. Weekly benefits are calculated by using the base period (the five 
to 18 months before the claim date), finding the quarter with the highest wages, dividing the quarter’s total wages by 13 and 
multiplying the sum by 55 percent. A chart of estimated weekly benefit amounts based on wages earned can be found on the 
EDD website. 

If the applicant is approved for benefits, he or she will then receive an EDD Debit Card issued by Bank of America. To use 
the allotted benefits, the claimant must activate the card by following the instructions provided. All DI benefits issued to a 
beneficiary’s account are available on the EDD debit card. The card is active for three years, and one debit card is used for all 
SDI benefits, including Paid Family Leave (PFL) and Unemployment Insurance (UI) benefits.

After DI Claim Denial
An ineligible DI program applicant may still receive a Notice of Computation Form in the mail or online. However, if he or she is 
denied benefits, an EDD debit card will not come in the mail. A denied applicant will instead receive a Notice of Determination 
Form (Form DE 2517), which explains the reasons the EDD denied the claim. The notice is accompanied by an Appeal Form 
(Form DE 1000A), which can be completed and submitted to the mailing address provided if the denied applicant feels the 
denial is wrongful. 

If the EDD reviews the information in the Appeal Form, and additional information provided allows the denied applicant to 
meet eligibility requirements, benefits are awarded. However, if the EDD disagrees with the information provided by the denied 
applicant, the Appeal Form is forwarded to the California Unemployment Insurance Appeals Board’s local Office of Appeals. A 
hearing with an Administrative Law Judge is scheduled so an unbiased party can decide if the denial is wrongful or if it should 
stand.

http://www.edd.ca.gov/pdf_pub_ctr/de2589.pdf
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Certifying for Continued DI Benefits
When a DI applicant is approved for benefits, he or she 
will learn if the benefits are on automatic payment or not. 
Whether or not the claim is paid automatically depends on 
the information provided by the physician and whether or 
not the claimant stated he or she is still expects to receive 
partial wages. If the claim is on automatic payment, the 
claimant will receive benefits for 10 weeks, as long as he or 
she remains eligible. After 10 weeks, the claimant is sent 
a Disability Claim Continuing Eligibility Certification Form 
(Form DE 2593) from the EDD. The claimant must complete 
and submit this form to the EDD as soon as possible if he 
or she wishes to continue receiving benefits. If the form is 
not received by the EDD, DI benefits will cease. 

DI claimants who are not on automatic payment will receive 
Claim for Continued Disability Benefits Forms (Form DE 
2500A) every two weeks. If the claimant wishes to receive 
benefits, he or she needs to complete and submit the form 
to the EDD each time it is received. 

The fastest way to submit both claim forms to the EDD 
is through the SDI Online portal. After logging in to his or 
her user account, the claimant should click the link that 
displays the name of the form in the online inbox to submit 
it. To send a form by mail, a claimant can use the self-
addressed stamped envelope enclosed with the form. After 
submitting a claim form, claimants should allow the EDD 
approximately 10 business days to process the request 
and determine eligibility before benefits are issued.

Extending or Discontinuing DI Benefits
Benefits are issued to a claimant if he or she remains 
eligible up until the recovery date provided by the physician. 
A Physician/Practitioner’s Supplementary Certificate 
(DE 2525XX) is enclosed with the claimant’s last benefit 
payment. If the claimant is still recovering, receiving care 
or treatment and wishes to extend benefits, the certificate 
must be completed by the claimant’s physician. 

Physicians who have SDI web accounts can find this form 
online and submit it electronically to the EDD by using 
the claimant’s last name and claim number or last name, 

date of birth and the last four digits of the Social Security 
Number. To request another blank paper certificate for 
mailing purposes, a claimant or physician can call the EDD 
at 800-480-3287. The form can also be found on the SDI 
online portal. The certificate must be submitted to the 
EDD within 20 days of the last benefit payment. Claimants 
should allow the EDD at least 10 business days to process 
the certification and extend benefits, if eligible.

If a claimant has recovered or returned to work before the 
date the physician provided, he or she needs to inform the 
EDD as soon as possible. If a claimant is deceased, a family 
should contact the EDD to discontinue benefits by calling 
800-480-3287. If benefits continue to be issued after a 
claimant is ineligible, it will cause an overpayment, and the 
claimant must pay back the EDD for excess benefits.

Claimants who are eligible for automatic payment benefits 
will receive the Notice of Automatic Payment Form (DE 
2587) with their first payments. When benefits need to be 
discontinued, the claimant can complete and submit this 
form to the EDD. The form can also be submitted through 
the SDI account by choosing “2587 Notice of Automatic 
Payment” in the online inbox. When the form is available 
for completion, online users will receive an email with a 
link to the form.

Claimants who do not receive automatic payments of 
benefits can use the Claim for Continued Disability Benefits 
Form they receive every two weeks to discontinue benefits. 
A claimant should complete Section 1, provide the date he 
or she recovered or returned to work and submit the form 
online or by mail using the self-address stamped envelope 
provided. 
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How to Hold on to Your Passions 
While Still Working from 9 to 5

You have no doubt heard more than once the phrase, “work-life balance.” It can be quite easy to fall into the trap of working so 
much that you forget there is more than just going to work and going home. However, most experts agree that one of the keys 
to happiness is making sure to make some space for yourself. All it takes is some rearranging of your schedule and knowing 
how to manage your time effectively. Here are five different tips to teach you how to hold onto your passions while maintaining 
that balance between work and home.
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Take a Good Look at Your Schedule
Even if you think you do not have time to do anything other 
than work and sleep, you may surprise yourself when you 
review your daily and weekly routine. While you may have 
a hectic schedule, there are usually pockets of free time. 
If you do not have an existing schedule, start by writing 
down a list of things you absolutely have to do. This will 
make it easier for you to approach making time in your 
schedule for your passions. Once you have a rough idea 
of what your schedule looks like, identify the places where 
you have downtime. Even if it is only 10 minutes, try to look 
at that as a time to do something you like. Although these 
might be short intervals, enough of them throughout the 
day can be enough to read a chapter, sketch a design or 
learn new phrases in a foreign language. If you discover a 
consistent time when you are free, schedule that period for 
your passion, incorporating it into your routine.  

Make Time for Yourself
It is not selfish to take time for yourself, even if you have 
children and other responsibilities. By taking time out of 
your schedule to enjoy hobbies and leisurely activities, 
you are allowing yourself to take a break from all of the 
stress. You will find that if you just schedule a little time 
here and there to work on a creative project, you will be 
happier overall. If you are having problems making time for 
yourself try a working lunch. Have a lunch from home or 
work instead of going out to eat somewhere. This allows 
you to work on whatever you want for that much longer. If 
you want some peace at home to work on things, try asking 
someone to take the kids for an afternoon or evening to 
give yourself a break. 

Another great idea is to use weekends and evenings. Start 
working on a project in the evenings, even if it is quite 
late due to family obligations. Or, if staying up late is not 
your thing, get up early on the weekends. You would be 
surprised at the amount of progress you can make on a 
personal project or hobby if you utilize your weekends. 

Do Not Be Afraid to Take Time Off 
Most nine-to-five jobs offer paid vacation days. While 
it may make you cringe inside, do not forget to use this 
time to pursue your interests. If you are having trouble 
making time for yourself, take a day off using one of 
your paid days off. Take a short daytrip somewhere and 
let yourself be motivated by the change in scenery. Often 
times all it takes is a different view to spark the creativity. 
Communicate with family members that you are going to 
take some time for yourself to pursue your passion and 
then let them know when you will be back “on the clock.” 
This signals to everyone around you that you are not upset 
or reactionary in your decision, but that it is a decision to 
be kind to yourself. Taking time off does not have to only 
be for family vacations or sick days. 

Be Prepared
Because inspiration can strike at any moment, you have 
to be prepared. Even if you cannot drop everything at the 
moment to write out a full-blown idea board or compose 
a full piece of music, you can always jot down some notes 
for later. Try to always have a note pad or your phone on 
you in order to record ideas the moment they happen. Start 
a quick bullet list and put down important details in order 
to act upon the idea at a more convenient time. Nothing 
is more frustrating than not writing down a great idea and 
forgetting about it. 

Get Motivated
If you are in a creative slump with your hobby, do not let 
work fill the space left by the creative block. You need to 
have hobbies and time away from work in order to keep 
yourself from getting burnt out. If you are unmotivated 
by a current project, try and find inspiration or even a new 
passion altogether. Nobody said that once you have a 
passion you have to stick with it your whole life. That is 
the great thing about passions, they can be endless and 
diverse. If you need something to do, try a cooking class, 
join a new club or simply look for a new project to put your 
time into. There are so many different options out there, 
find something that makes you want to act, then do it. 
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Time-Tested Methods You Can 

Make a to-do list

Prioritize assignments and tasks

Keep a time log or planner

Keep a close eye on progress 

The first step is to make a list of every task that needs to be 
done. By having a physical list of everything, you can see 
how much you have to do and it will decrease the chance 
of forgetting to work on an important project. Making a to-
do list will also make prioritization a lot easier. Once you 
have your to-do list all made out, evaluate each task. Be 
sure to number your tasks from most important to least 
and then rearrange the list, putting the most important 
tasks at the top. 

A time log or planner is a great way to make sure you are 
keeping up with everything in a timely manner. By keeping 
a planner and time log, you can divide your time in the most 
efficient manner, allocating the most time to important 
tasks and less time to tasks that are not as urgent. Another 
tip is to avoid working on a single project all day. If you 
focus on only one task, you run the chance of becoming 
bored with the topic and losing focus. By switching from 
one project to the next you can get many projects done 
at once and ensure that you will not burn out on the topic. 
However, make sure to leave enough time to be able to 
work on multiple projects. 

Use to Improve at Your Job

If you have ever had a job, then you 
know that stagnation can equal 
unemployment.

Time is money and if you are not improving at your job 
and continuing to provide competent service, then you 
could face joblessness. If you are doing your job well but 
want to be in line for a raise or a promotion, consistent 
performance improvement can put you at the forefront. 
Regardless of the reasons, here are some time-tested 
methods that you can use to become better at your job. 

Time Management
You have probably heard this since you were in middle 
school, but time management is crucial to cultivating your 
job performance. If you want to be the best, that means 
working efficiently, which can often come down to how 
you split up the time in your day. If you can manage your 
time well, you will find that the amount of work becomes 
manageable, the content is acceptable and overall you 
become less stressed. However, it is not always easy to 
learn how to manage your time effectively, especially if you 
are trying this for the first time. Some recommendations 
for basic time management are: 
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Increase Your Communication
It may seem like a small thing but becoming more familiar with your coworkers and communicating is crucial for job 
improvement. These are the people who work alongside you and many of them have been at the company far longer than you. 
If you make the effort and investment into your coworkers, you will not only form stronger bonds with them, but it will provide 
a way for you to get assistance with future projects. By incorporating other points of view you can have a wider, unbiased 
approach to the task at hand, which will provide better quality work overall in a smaller timeframe. Learn from your coworkers 
or boss, it will better you in the future. 

Be Thorough in Your Work
No matter what it is, be sure to be thorough. If your boss has asked you to complete a project be sure to do research and make 
sure that all facts are accounted for and backed by statistics. If you are giving a presentation be sure to do a pre-presentation 
rehearsal with some coworkers to get their feedback on it and implement changes as needed. If you are not proud of the 
finished product, do your best to isolate the problem areas and improve them. 

Ask for Clarification 
If you do not understand something at work, ask questions. No one will be upset at you for asking for clarification. It would be 
worse to do a project wrong, then have to do damage control. Many times, asking questions shows that you are engaged in 
the conversation and care about the welfare of the company. 

Be Sure to Schedule Breaks
It is great to want to work hard and improve, but there is a point where you overwork yourself. Overworking yourself and 
becoming stressed is one of the leading contributors to a lackluster work performance. That is why you should always 
schedule breaks. If you are often sitting at your work, schedule time to get up and walk around to get the blood flowing again. 
Make sure that you are taking time for lunch and socializing. You would be surprised how much better you will do at work if 
you just take a few minutes for yourself and allow your brain to take a break from tasks.  
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Tips for How to Request 
a Raise at Work

In the perfect world, your boss would not only recognize but reward your competence and achievements on the job. In the 
real world, for most, this is just a dream. However, you can and should ask for a raise when you believe you deserve one. Most 
workers view the task as something completely out of their comfort zone, but asking for a raise is just a skill, one that you 
can practice and master before the actual request is made. Here are a few tips to keep in mind when considering asking for 
a raise at work. 



California Employment Development and Education Assistance | 120

Tip #1: Plan Ahead and Get Your 
Employer’s Assistance
Taking too long to get to the point will simply annoy your 
supervisor. If they are like most bosses, there is too much 
to do and too little time to get everything completed. Share 
your long-term goals up front with your employer. Let him 
or her know that your number one goal is to do your best 
job in your current position, but that you also have as a 
long-term goal, advancement. Ask how you might do that 
and if they have any feedback to incorporate into your daily 
work habits. Then, when it comes time to ask for a raise, 
you can show how you have lived up to expectations. 

Tip #2: Exceed Expectations
Many times, employers will give an employee a raise 
without the worker having to even ask for one. This is 
based on the fact that the employee went above and 
beyond on a consistent basis. So, the key is to sing your 
own praises often and as soon as they happen. The 
delicate balance, of course, is to do it so that you do not 
seem pushy or insincere. It is important to know your 
audience, in this case, your boss. If your boss appreciates 
edgy and tough, then that is how the delivery needs to be. 
If they appreciate respect and decorum, then this is how 
you need to proceed. Companies love employees who are 
problem solvers and are proactive. If you have made their 
life easier, you will have already done half the work when 
you go to ask for a raise. 

Tip #3: Timing is Everything
The best time to ask for a raise is shortly after a 
big accomplishment has occurred. If you have laid 
the foundation correctly, and have met or exceeded 
expectations, then it will be a good time to approach your 
employer about a raise. However, if you have already asked 
for a raise within the year, it is considered poor form to ask 
for another one. Also, make sure that your supervisor is 
in a good mood and not upset about something beyond 
your control. If he or she is having a bad day on the day 
you have schedule to discuss it with them, it is better to 
graciously reschedule.

Tip #4: Provide Evidence to Back Up 
Your Claims
Keep a list of your accomplishments at your desk and 
when it comes time to speak about a raise, you will have 
a ready list to turn to for support. What you are trying to 
communicate with your boss is the fact that your skill level 
has risen, your value to the company is higher and the raise 
should reflect that. A good way to approach the subject is 
to say something like, “I would like to schedule a time to 
speak with you about my salary. I’ve taken on many new 
tasks and projects over the last year, for example (insert 
your list here). When would be a good time to meet to 
discuss moving my salary to a level that reflects my 
achievements and contribution?” Other types of evidence 
that could be used to support the amount you are asking 
for would be to research salaries of similar positions with 
similar companies in your state. Remember, you are selling 
yourself, not begging for a handout. 

Tip #5: Be Willing to Negotiate
Sometimes companies may want to reward industrious 
and deserving employees, but the bottom line will not 
allow for it. There are still perks that you could ask for, 
instead. For example, perhaps you could ask for flexible 
time, additional vacation days, upgraded parking or other 
privileges. 

In the end, if you are turned down for the raise, you will 
have to consider whether you want to keep working for 
the company or begin to pursue other avenues. Some 
statistics show that while the average raise is about three 
percent a year, most who move to a new job see a rate 
increase of about 10 to 20 percent. Procrastinating when 
it comes to asking for a raise can cost you in the long run, 
so lay the foundation, be the best possible employee, sing 
your praises at every opportunity and know what you are 
worth. Understanding this, practicing your delivery in front 
of the mirror can help your presentation seem effortless 
and professional. Incorporate these five tips and the raise 
is in the bank. 
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Six Things You Should Never Say 
to Your Superiors at Work

It is often said that honesty is the best policy, but in the workplace, there is a difference between being honest and being blunt. 
When you are speaking to your superiors it is very important to be honest but tactful. That means communicating your point 
in the right way without overstepping boundaries or presenting yourself as unhelpful and potentially stalling your career. This 
article is all about providing insight into the six things you should never say to your superiors at work. 

“I Can’t.”
Under no circumstances should you answer a question from your boss with just, “I can’t.” If you do not give a reason as to why 
you cannot accomplish a task set by your boss, it makes it look as though you lack confidence in your ability to accomplish the 
task or are simply unwilling. That may make your boss hesitant to delegate more important tasks to you in the future, which is 
a sign of trust. Do not overload yourself just to please your boss, but if you absolutely cannot accomplish a task, try your best 
to provide your supervisor with an adequate explanation as to why. 
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“That is Not Part of My Job.”
If you want to get fired or demoted, this is the best phrase 
to use. If your boss has asked you to accomplish some 
task that is not in your usual area of expertise, it could be 
your chance to show that you are adaptable and have a 
varied skill set. If you accomplish a multitude of tasks then 
you have proved that you are an invaluable asset, which 
will open up more opportunities for higher job positions 
and raises in the future. Even if you are unsure if you can 
accomplish this new task, try. You will never know what 
you are good at until you try it out. As long as you have 
tried, your boss will often see the effort and provide you 
with the tools to grow into this new position even if you do 
not get it perfect the first time around. 

“I Don’t Know.”
“I don’t know,” is another bad phrase to use with your boss. 
It is true that you may not have all of the answers, but just 
saying, “I don’t know” without adding anything else, comes 
across as lazy and indicates that you are unmotivated to 
find the answer. If you do not have the current answer your 
boss is looking for tell him or her that you will research it 
and report your findings. By taking on the task of finding 
the answer you have proven that you are willing to put in 
time to better the company, which will not go unnoticed. 

“Why Can’t I Be in Charge of This 
Project?”
While there is something to be said for being ambitious, 
there is a right and wrong way to approach your boss 
about it. Do not go up to your boss and ask why another 
co-worker is in charge of the project instead of you. It will 
come across as whiny and that you do not get along well 
with your co-workers, or worse yet, you question your 
boss’s decisions. It would be better to go up to ask if you 
could be a part of the project in order to help. While you 
may not get to lead this project, it shows initiative and a 
willingness to cooperate with others, which may lead to a 
leadership position on a later project. 

“I’m Sorry, I Just Have a Lot Going On.”
As heartless as it may sound, your boss may not care 

about what is going on in your personal life. There is a 
basic level of distance that a boss expects from his or her 
workers, which is the separation of business and private 
life. Whatever happens outside of the office is expected 
to stay there. If you are not performing well because of 
something like a breakup or fights with friends, do not tell 
your boss. It will come across immature and will show that 
you are not able to focus on the task and separate yourself 
from other aspects of your life outside of work. This is not 
to say that some situations from your private life are not 
important enough to explain your lackluster performance 
as of late, such as death of a family member, emergencies 
with children or experiencing a serious illness. However, 
understand that whatever is going on outside of work is 
temporary and will change so try not to let it affect you at 
work. 

“I Just Assumed…”
While trying to take initiative on a project can be a good thing, 
make sure that you are not overstepping your boundaries. 
If you have made a mistake because of an assumption, it 
is best to own up to it. If you try to say you just assumed 
something and that it was an accident, this deflects blame 
from you and can sound very childish. It is always best to 
take responsibility for your mistakes because that takes 
a lot of courage and maturity to admit. It also shows that 
you are willing to learn from your blunders and grow.  
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Top Questions to Ask During 
an Interview as a Job Candidate

Job interviews can be stressful. One of the best strategies for combatting the amount of stress experienced is to be prepared. 
However, if you are new to the job interview process, knowing what to prepare for can be a bit of a mystery. Inevitably, one of 
the greatest areas of stress for job candidates is coming up with a series of questions to ask of the potential employer. Having 
no questions to ask will make it seem as if you are disinterested, while asking too many of the wrong sorts of questions can 
ruin what otherwise would have been a very good interview. Here are some of the best questions to ask during an interview. 

The Interview Goes Both Ways
While you might not have considered it, the job interview is a way for you to evaluate someone who may potentially be your 
new boss. Planning is key to combatting some of the interview stress. Making a list of questions ahead of time will allow 
you to ask questions confidently about the position, company, work environment and more. Asking questions also gives you 
a chance to further highlight some of your greatest skills or attributes to the employer. Asking specific questions about the 
company also shows that you have done your homework and are interested in learning more about them.  
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Question and Answer Time
Asking questions is a skill, and should be deliberate and 
well thought out. To that end, when you ask questions, 
make sure you only ask one question at a time and avoid 
multi-part inquires. Avoiding ‘yes or no’ questions is also 
key to creating a good question, because the goal is 
interaction and information. Questions should not be of a 
personal nature and should not focus only on one topic of 
discussion. 

Good Questions to Ask During the 
Interview
Can you tell me about the responsibilities of the position? 

This question shows that you are interested in the position 
and when the interview begins to describe various 
responsibilities, this offers you a chance to reinforce your 
capability in performing these duties. 

What do you think are the biggest challenges in this 
position? 

This is asking for the interviewer’s opinion on a position 
that he or she has observed and understands. Depending 
on the answer given, you may find that the challenge 
offered is something that you would rather not subject 
yourself to. 

If I am offered the position, when would you like me to 
start? 

Interviewers like hearing this question because it shows 
that you are eager to start. Secondly, it forces the 
interviewer to consider you as a hired employed. From 
a psychological standpoint, this will make you stand out 
since the interviewer has now imagined you in the position. 

What avenues for professional growth are offered by the 
company? 

Asking this question will tell you two things. First, the 
answer will tell you whether the company expects the new 
hire to stay around for very long (which can indicate a low 
turnover rate). Secondly, this question will indicate whether 
the company is interested in their employees continuing to 

better themselves in the industry. Without these avenues, 
there might not be a way to advance in the company. 

As an employee of the company, what would you say is 
one of the best things about working here? 

The question will indicate some very crucial information 
for you. If the interviewer seems to hesitate or offers 
a vague answer, then the chances are very good that 
the atmosphere at the company is a hostile one. On the 
other hand, an interviewer who brightens at the chance 
to discuss something that he or she really likes about the 
company will give you an indication of a workplace where 
the workers are treated fairly and are happy. 

Questions NOT to Ask During an 
Interview
You can ruin an otherwise great interview by asking the 
wrong questions. Asking an interviewer what the company 
does indicates that you are not really interested, or even 
worse, did not prepare adequately. Second only to this 
question is the one you ask about vacation days and sick 
leave. Lastly, it is considered poor form to ask after the 
interview whether you have gotten the job. 

There are certain questions that employers are not allowed 
to ask by law. If the interviewer asks them, then it is a 
clue to the fact that there is a potential for discriminatory 
practices in the workplace. In general, any question that 
asks you about your personal background, age, race, sexual 
orientation, personal life or legal standing should raise a red 
flag during an interview. If the interview has gone well thus 
far and the interviewer asks an inappropriate question, you 
do have the option of answering it politely and vaguely or 
simply ending the interview. In the end, you do not want to 
work for a company with policies that may cause concern. 

Developing a rapport with the interviewer is easily done 
through the question and answer phase of an interview. 
Taking advantage of this time to further promote yourself 
can be the one element that allows you to stand out from 
the other candidates. Preparing ahead of time to ask 
and answer questions is one of the keys to a successful 
interview. 
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Top Questions to Ask During an 
Interview as an Employer

When an employer or the human resources department is faced with many applicants for a position with a company, the 
interviewer may stick with a set number of questions that will be asked of each potential new hire. The best questions will 
allow the interviewer to see if the candidate has the qualities, personality and job skills to be successful and productive as 
a member of the company. Those who have done this type of interviewing over the years know which questions will elicit 
the kinds of answers that will assist with hiring the best possible person for the job. Here are the top questions seasoned 
interviewers ask of potential workers. 

Describe the type of work environment where you know you will be most effective.

This question is straightforward. The candidate’s answer to this question will give a first impression of how he or she likes to 
work, and if the preferred work environment is compatible with current conditions. 
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Share the decision-making process for a major project 
that you have successfully completed in the past. 

This is called a performance-based question, which 
focuses on a specific task or situation and the candidate’s 
actions. A response to this type of question will indicate 
the candidate’s ability to reflect, describe a series of 
actions and then present the outcome. The best response 
to this type of question is one with a beginning, middle 
and end to the story, as the candidate presents the series 
of events in a logical manner. This question can indicate 
a candidate’s willingness to work with others, to take 
initiative and ability to problem-solve as well as his or her 
ability to communicate events. 

Why are you leaving your current employer? 

Granted, savvy interview candidates will be prepared for 
this question and may not offer reasons stemming from 
misconduct. However, the answer that the candidate does 
give can reveal the interviewee’s personal and professional 
goals, as well as offer a glimpse into personal values. 

What is your best strength, and what is one area of 
weakness that you are working on? 

This question is designed to elicit an answer that will 
give insight into the candidate’s view of the job position 
and which of his or her skills they value the most. The 
area of weakness can also give insight into a candidate’s 
willingness to embrace change and to be committed to 
personal growth. 

If hired for this position, what would be the first three 
tasks you would do? 

If the candidate simply recites the job’s description, then 
this candidate most likely does not fully understand what 
the job will entail. This allows the interviewer to delve 
deeper and offer additional information about the job and 
the position. Ideally, the candidate will have done his or her 
research on the position, as well as the company, and will 
have ideas for contributing to the team and the various 
projects in a meaningful way. 

If I were to speak with people that you have managed or 
worked with in the past, what would they say about you?

This is a crucial question as it will determine whether the 
candidate can get along well with others. Hiring someone 
who is going to be a minor dictator or create unrest and 
unhappiness with other employees will have an impact on 
productivity. 

Tell me about the best boss or supervisor you ever had 
and why you consider him or her the best. 

Not only must the new hire get along with others, have 
a similar value system and professional goal as those 
working around him or her, but the candidate must be 
willing to get along with those who are in supervisory roles 
and to whom the new hire would report. If the candidate 
does not have one specific boss that he or she can 
remember, then redirect him or her to give the qualities of 
what would make a great boss. 

What are your long-term professional goals? 

Ultimately, it is important to hire someone who is going 
to be around for a while, even if the company is a good 
starting place for new professionals. Those candidates 
who are interested in working at the company until 
something better comes along will not be motivated to do 
their best, as they do not value it above something else 
that they may be waiting for. 

When interviewing large numbers of candidates for limited 
positions, it may be tempting to try and interview as many 
candidates as possible per day. However, most savvy 
interviewers understand that interviewing more than four 
or five candidates a day does not give each candidate 
ample time to discuss themselves with the interviewer, nor 
does it give the interviewer time to thoughtfully consider 
each candidate after the interview is concluded. Taking the 
time to evaluate the candidate’s answers to the questions 
posed is arguably as crucial as asking the correct 
questions. When done well and correctly, it can result in 
an employee who is happy, productive and an asset to the 
company for years to come.
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6 Ways to Stop Unqualified 
Applicants From Answering 
Your Job Listing

Once a job listing has been posted, it is 
ideal to have the position filled as soon 
as possible.

Sorting through vast amounts of applications is a lengthy 
process. It can also be expensive for the company, as the 
recruiters and hiring managers must be paid for their time. 
This process becomes incredibly inconvenient when staff 
must deal with applications from candidates who are not 
even qualified for the job. However, the way you write the 
job listing can help prevent this. The tips below highlight 
certain areas of the job description, title and requirements 
that can be used to your advantage. Use these examples 
to judge whether your job listing will help narrow down 
your pool of applicants.

1. Specify Qualifications
Make the educational requirements and qualifications 
clear immediately; noting that they are non-negotiable is 
also important. To further narrow your options, mention 
which fields of study are likely to have success in the 
job application. If giving optional “equivalents” for the 
educational requirement of the position, make sure to 
specify what you consider to be an appropriate comparable. 
For example, you may specify that you need someone with 
an associate’s degree or three years of experience in the 
field at a certain level of employment.
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2. Make Required Skills Clear
Applicants may misinterpret general or vague skills. For 
example, you might want someone to assist with digital 
organization. Specifying “computer skills” on the job 
listing means that most applicants will think that they 
are qualified, as most adults use a computer in their daily 
life. “Proficiency in the following programs...” will result in 
refined candidates. Knowing exactly what the job requires 
will help you to make these specifications.

Be sure to clarify which of the skills listed are required for 
the job and which are optional but preferred. Failing to do 
this might mean applicants think the entire list of skills 
are optional or required, resulting in too many and too few 
applicants, respectfully.

If you have a training period before the candidate starts 
work, specify what the training will involve. An unqualified 
candidate might otherwise assume that he or she can 
make up for the inexperience through training.

3. Define Work Experience
If you require the candidate to have previous experience in 
the field or industry, make the parameters as specific as 
possible. You might give a minimum amount of time for 
work experience requirements, but you can also request 
a certain level of experience. For example, you might need 
the candidate to have previous experience at a certain 
position, like a manager or assistant manager, for example. 
Defining the fields or industries that are acceptable as 
work experience will also assist with avoiding unqualified 
applicants. Specify goals, tasks or projects that the 
applicant should have previously achieved. Instead 
of requiring “marketing experience,” perhaps ask for 
involvement in a certain number of marketing campaigns.

4. Pay Attention to Job Title
Make the job title descriptive, but not too specific. 
“Department Administrator,” for example, instead of 
“Second Administrator” or “Deputy Manager in Charge of 

Administration.” Applicants should be able to use the job 
title to judge whether they are qualified for the position. 
Job titles do not always mean the same thing company 
to company, however. It is worth checking whether your 
definition of the role fits in with most others in your industry. 
By means of example, a popular hotel chain refers to its 
valet department as “Wheels” and listing the open position 
as “Wheels Manager” may be confusing for those looking 
for management positions in valet. 

5. Give Duties and Accountabilities
If you use “buzzwords” to indicate the job’s duties, 
unqualified applicants could interpret them incorrectly. 
Instead, give specific activities and tasks that the job 
will entail. For example, “good at written communication 
skills” does not indicate a specific task. Try “responsible 
for daily memos to all departments” instead. Focus on the 
main activities that the job will involve by using verbs such 
as “researching” or “communicating” followed by a brief 
phrase or description. Candidates unsuited to these tasks 
will be less likely to apply.

6. Request References
Applicants will expect you to ask them for a reference. 
However, applicants might bring in references from 
teachers, family and from jobs that have nothing to do 
with your industry. Indicate or specify what you would 
consider an acceptable reference such as a letter from the 
applicant’s previous office manager, for example. Consider 
mentioning that you will check candidates’ employment 
records and backgrounds. This will act as a deterrent to 
anyone hoping to get away with a false reference.

Keep your job listing focused on what you really want from 
your ideal job candidate. By defining your requirements, 
you can cut down significantly on the effort needed to find 
the right person for the job.
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5 Signs That You Do Not Qualify 
for a Job Based on the Listing

Searching for a job can be a long process, requiring a good deal of effort. This is particularly true for those wishing to find a job 
that is the best fit possible. Applying for jobs for which you are not qualified is a waste of your time and effort. It is important 
that you are able to judge, based on the job listing, whether you are qualified for the position. This can be done by looking at 
the list of requirements, duties, preferred experience and skills. Keywords and phrases can also help to identify your potential 
suitability. Using the tips below, you can learn to quickly identify points on a job listing that indicate whether you should apply 
for the job.

Education Requirements
Education requirements are almost always non-negotiable. If an employer is seeking someone with a bachelor’s degree, 
you will not be able to apply with less than that level of education. The job listing may specify an education requirement 
or “equivalent.” For example, they might state that they are looking for someone with a high school diploma or equivalent. 
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If you have passed a General Educational Development 
test (GED) sometimes called a High School Equivalency 
Certificate, you may apply. An applicant should be certain 
of what constitutes an acceptable equivalency to an 
education level prior to applying.

Duties and Activities
Go through each of the activities and duties listed in the 
job description. If you are unfamiliar with any of them, 
you might be unsuited for the job. If you are unsure, look 
up each of the activities to see whether you would can 
perform the tasks. The job listing may mention that there 
will be opportunity to learn new skills on the job. However, 
unless stated otherwise, you will need to complete the 
duties in the job listing from day one.  Applying for the job 
will mean that you are already capable of performing these 
duties.

Work Experience
The hiring company may list work experience as an 
acceptable alternative to certain education requirements. 
For example, a job listing may state that applicants should 
have an associate’s degree in the relevant field or three 
years of work experience. As this is replacing a quantifiable 
amount of education, the length of time and work specified 
are non-negotiable.

The job listing may specify work experience in terms 
of both time and position. Pay close attention to both. 
The listing may specify the minimum length of time an 
applicant should have spent working in the necessary 
field or in a certain position. If an applicant has spent less 
time than this, he or she would not be a good candidate. 
It is important to be familiar with job titles to understand 
whether your experience qualifies. For instance, the listing 
may mention having three years of secretarial experience, 
which can also include work as an administrative 
assistant, executive assistance and office manager. Many 
times those with different jobs than the one posted can 
look at the duties to locate similarities, such as a personal 

assistant apply for front-desk position. 

Meaning of Job Title
Understanding the meaning of job titles is key both in 
evaluating your experience and understanding the job 
listing. For example, the listing might be for an associate 
manager with previous experience. If you have instead had 
experience as an assistant manager, your qualifications 
might not match up.

Research will be a great help understanding these terms. 
Look for the generally accepted role and duties attached 
to the job title given, and judge if you are qualified. 
Researching the company that posted the job listing can 
also help. If they have more than one person performing 
the same role, you might be able to find out exactly what 
the job would require. 

Skills 
Pay attention to whether the job listing uses the word 
“preferred” next to any of the skills given. “Preferred skills” 
means that they are not completely necessary to qualify 
for the job. “Required skills” are non-negotiable.

In a similar manner to job titles, the job listing may refer to 
skills with unfamiliar or confusing phrases. If a job listing 
includes experience with certain computer programs, 
it is easy to know whether you have the qualifications. 
“Computer literacy skills,” however, is more vague. 

Search online for what is usually meant by the word or 
phrase. In these cases, however, honesty is necessary. 
Use your research to work out what the listing means and 
apply if you are qualified. If you are very unsure, you can 
always contact the company and ask them to specify what 
they meant.

By applying these tips, you can avoid wasting time sending 
in applications for jobs for which you do not qualify. By 
streamlining your job hunting process, you can ensure 
better focus on those jobs for which you are best suited.
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Vocational Jobs to Consider 
If You Never Earned a 
College Degree

A decade ago, the natural progression was to graduate high school and move on to get a college education. However, the 
prospect of mounting student debt without probability of a job has caused many students and their parents to look elsewhere 
for professional opportunities. Finding a job does not need to be dependent on a college degree any longer. A person who 
would rather get into the labor market without a lot of student debt or waiting four years, can make it happen with just a little 
planning and the willingness to begin at entry level. Students who are looking for alternatives to the four-year college degree 
route have many options available to them. Many incredibly lucrative and successful jobs exist that do not require a college 
degree. The jobs listed below do not depend on a four-year college degree to begin making a living. 
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Start a Business
What do Richard Branson, Steve Jobs and Bill Gates have 
in common? When they made their millions without having 
college degrees, they proved that the document does not 
indicate earning potential. If you have a great idea, you can 
explore the possibilities of making it happen. Students 
who are considering other alternatives to a college 
education are perfectly positioned to start a business, as 
the additional responsibility of having a family, mortgage 
and debt does not yet exist. 

Military Jobs
The U.S. military offers jobs and training for free in exchange 
for service. Those who enlist will receive a salary while 
they are trained and throughout service. Even in periods 
of high unemployment, the military provides jobs to those 
who qualify mentally and physically. After four years, if the 
enlisted individual does not wish to continue, then he or 
she can leave to reenter the public sector. Many who opt 
to join the military benefit from the training and the pay as 
well as enjoy significant assistance in job placement after 
discharge. 

Entry-Level Jobs
Starting out in the mailroom of a large company is not just 
the stuff of fiction, as many successful individuals started 
out this way. Large companies hire students directly out 
of high school because they know that most students 
have limited work experience and have not developed 
bad professional habits. Companies like to train younger 
workers because they can pay them less initially through 
internships and then, if the worker excels at the job, he or 
she can advance to better pay and better positions within 
the company.  

Tech Jobs
These types of jobs require the worker to be computer 
savvy and handle a fair amount of stress. Most tech support 
jobs do require some background, but many companies 
will simply offer on-the-job training. Web developers 

and graphic designers can obtain formal education, but 
employers rely more heavily on experience and portfolios 
rather than degrees and resumes. 

Medical Technicians and Assistants
For workers who would like to work within the medical field 
but do not want to attend medical school, working as a 
medical technician or a certified nursing assistant (CNA) 
may be the answer. However, some medical positions, 
like being a CNA and massage therapist, requires a 
licensing program, which is significantly less costly and 
time consuming than a four-year degree. Phlebotomists, 
medical personnel who draw blood samples, also require 
some training and a certification process. Various states 
have different licensing requirements. For instance, while 
other states require a bachelor’s degree in psychology 
to be a psychiatric technician, California only requires a 
licensing program.

Support Staff
If a student can type and do light clerical duties, then he 
or she may be a good fit for working as an administrative 
assistant. Administrative assistants can work in a variety 
of fields or can specialize in an area, such as law. Legal 
secretaries, for example, can make an average of $44,000 
a year. 

Automotive and Transportation
Students who have taken auto mechanics in school are 
often hired by companies to work within their transportation 
fleet. Transportation workers, primarily truck drivers, also 
have the potential to make steady income. Depending on 
the type of truck, a worker in this industry may have to 
obtain special CDL (commercial driver’s license) in order 
to haul loads across state lines or hazardous materials. 

Plumbers, Electricians and Appliance 
Repair
Workers in these fields require as few as two years 
to complete the licensing and training requirements. 
Many workers in these fields are already working while 
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completing their training. It is very possible to work as an apprentice with someone already in the field and receive hands-on 
training, enabling the worker to take the licensing exam. 

Residential and Commercial Inspectors
Inspectors evaluate new and existing structures and buildings. This evaluation is utilized in many ways, but most of the 
evaluations are in relation to a sale, potential refinancing option or for insurance purposes. To become an inspector, workers 
must have a high school diploma and on-the-job experience, such as previous work in construction. 

Freelance Worker
Workers who have a reliable internet connection or landline can set up a home office to work. Many companies now outsource 
much of the clerical, secretarial, data entry, accounting and communication services. This means that the worker who can 
do any of these may find work on a temporary or partially permanent basis. Many online job sites offer hubs where such job 
postings are listed. Workers simply create a profile, offer samples, determine a pay rate and submit bids for jobs. Freelancers 
can include artists, designers, writers and more. 
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