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Guide
Introduction

Georgia offers education assistance and development 
opportunities to residents who are students, displaced 
employees or workers thinking about changing or 
advancing in their current career. Prospective students 
in Georgia can take advantage of several different types 
of scholarships, grants and loans. The state and federal 
governments provide financial aid to those who meet the 
requirements and apply for assistance. Federal student 
aid and local financial assistance can help pay educational 
costs for students to obtain degrees, certification and 
additional job training. Many Georgia residents do not 
realize they can have part or all of their student loans 
cancelled or discharged if they work in eligible professions, 
including as a public service employee, teacher or by 
serving in the local military.

Becoming newly unemployed can be a scary experience. 
Georgia residents should be aware of the help that is 
available to them if they are ever unemployed. There are 
many options available to jobless residents who need help 
until they find their next employment opportunity. Workers 
can apply for unemployment benefits and take advantage 
of the resources provided by Georgia’s Department of 
Labor (DOL) to help find a new job. While seeking new work, 
residents can also obtain additional training that makes 
them a stronger candidate for employment or pursue skills 
they will need in a new or different job.

It is important for residents to understand their rights as 
a current or terminated employee. Workers who feel they 
were wrongfully fired can make the appropriate filings with 
the state of Georgia to challenge their termination. Read 
on for more information about collecting unemployment 
benefits, challenging wrongful terminations and obtaining 
different forms of financial assistance for working toward 
a career in Georgia.
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Georgia offers a unique set of scholarships, grants and 
loans to provide students with the financial access they 
need for postsecondary education. Most of these financial 
aid programs can be applied to any diploma, degree 
or certificate program offered by a college, university 
or professional educational institution. Most are for 
undergraduate programs, but some can be applied towards 
graduate programs as well.

Some of the grants, scholarships and loans provide residents 
with incentives to attend postsecondary institutions in Georgia 
or to work in select fields or as public service employees. 
Grants are usually awarded to applicants based on financial 
need, and some are awarded based on willingness to serve in 
the Georgia National Guard (GNG) or a specialty field within the 
state. Scholarships are usually awarded according to academic 
merit, essays, referrals, financial need or other factors. 

Students who have received all the scholarships and grants 
they are eligible for can apply for student loans to help cover the 
remaining costs of attending a college or university. Student 
loans usually offer lower interest rates and have a longer pay-
back period than traditional loans. They also usually offer a 
six- to nine-month grace period after graduating or leaving 
school before recipients must begin making payments.

This guide helps applicants understand the process for 
applying for financial aid through the Free Application for 
Federal Student Aid (FAFSA), which is also used for applying 
for some of the state-sponsored financial aid programs. 
This guide also provides information about scholarships 
and grants offered through the Helping Outstanding Pupils 
Educationally (HOPE) and Zell Miller programs as well as 
several others available to eligible Georgia residents. There 
are also several programs for students who agree to study 
and work in certain fields, sign up for the GNG or for the 
Reserve Officers’ Training Corps (ROTC) or have other 
special circumstances.

insurance claims, checking unemployment benefits 
status, searching for job opportunities and starting 
work permits. In addition, the DOL provides job-search 
assistance, referrals, workshops, educational materials 
and equipment for helping with job placement as well as 
special assistance for veterans, ex-offenders and migrant 
and seasonal farm workers.

Eligible unemployed workers in Georgia can receive 
financial assistance during their job search. The 
unemployment program provides income on a temporary 
basis for residents who became unemployed, provided the 
unemployment is through no fault of their own. Applicants 
must meet certain employment requirements within 
the state of Georgia before they became unemployed. 
They must fulfill additional requirements while receiving 
unemployment benefits, such as looking for another job or 
receiving approved training.

Once approved, recipients can collect unemployment 
benefits for different lengths of time. The amounts awarded 
depend on several factors. This guide details the eligibility 
requirements, the application and interview process and 
the disbursement methods for unemployment insurance 
in Georgia. This guide provides information about 
unemployment benefits for public service employees, 
those who are unemployed due to natural disasters and 
how to appeal unemployment insurance decisions.

For unemployed workers, the Georgia Department of 
Labor offers online services for filing for unemployment 

Student Financial Aid Opportunities in 
Georgia

Unemployment Benefits in Georgia
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Unemployed workers who feel they were wrongfully terminated have the right to challenge the decision. While Georgia abides 
by the employment-at-will doctrine, employees can still file a lawsuit for wrongful termination if they were terminated for 
reasons that are protected by law. Any worker who wants to file a wrongful termination lawsuit should first consult a lawyer 
who specializes in employment rights. Laws in Georgia protect workers from harassment, discrimination and retaliation for 
coming forward and revealing information about violations of those laws. In addition, terminated employees who signed a 
specific contract with an employer might be able to sue for violation of the contract.

This guide covers what is considered lawful and unlawful terminations in the state of Georgia and defines employment at will. In 
addition, this guide provides information about how to file a wrongful termination lawsuit if it involves a charge of discrimination 
due to race, color, sex, religion, age, disability or national origin. Terminated employees who are considering filing a charge of 
discrimination must be aware of the procedures and deadlines they need to adhere to ensure a successful outcome.

Wrongful Termination Procedures in Georgia
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Student Financial
Aid in Georgia

The state of Georgia is committed to ensuring its students have access to postsecondary education. Georgia provides many 
scholarship, grant and student-loan programs to help Georgia residents offset the costs of attending a college or university. 
Each program has different eligibility requirements, and several include requirements for students after they graduate from 
their postsecondary institution. For example, some scholarships, grants and loans require students to serve for four to eight 
years in Georgia National Guard (GNG). Some loans can be discharged or cancelled based on the amount of time recipients 
spend in public service.

Scholarships and grants are funds awarded to students that do not have to be repaid. However, some scholarships may have 
service requirements that recipients must meet to avoid paying the funds back. Awards from scholarships and grants can be 
based on academic performance, financial need, area of study or community service.

Student loans must be repaid and are typically used to cover any educational costs not covered by scholarships or grants. 
Students must usually start paying pack loans after a grace period of six to nine months after they graduate or leave a degree, 
diploma or certificate program.
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Every year, the federal government provides college 
students with over $120 billion to help pay for college 
expenses. This financial aid is provided through grants, 
loans and work-study funding. Around 85 percent of 
students in the United States can qualify for some 
amount of financial aid. However, not everyone who 
is eligible applies, and more than $2 billion dollars in 
aid goes unclaimed every year. In order to receive any 
of the financial aid offered by the federal government, 
Georgia students and their parents must submit the Free 
Application for Federal Student Aid (FAFSA). Most states 
and colleges award additional aid to students based on 
FAFSA information as well. 

Applicants must know about FAFSA deadlines, where to 
find the FAFSA and how to fill out the application. This 
guide provides that information and answers common 
questions applicants may have. 

Students and parents can now submit their FAFSA earlier 
than January before the school year starts. As of 2017, 
students can apply as early as October. The federal deadline 
for submitting the FAFSA is June 30 of the year in which 
the school year ends. For example, students who plan to 
attend college any time from July 1, 2017 through June 30, 
2018 can file their FAFSA any time from October 1, 2016 
through June 30, 2018. Likewise, students who plan to 
attend college any time from July 1, 2018 through June 30, 
2019 can submit their FAFSA from October 1, 2017 through 
June 30, 2019.

However, students must keep in mind that some school 
and state FAFSA deadlines might be different from federal 
deadlines. Georgia students must check with the colleges 
that they want to attend to verify any differences in FAFSA 
deadlines. In addition, the sooner students submit their 
FAFSA, the more likely they are to receive additional funding 
opportunities from their schools. In some cases, schools 
might send aid offers to students earlier if they submit their 
FAFSA earlier. Offers sent earlier are often estimates, so 
students must read the offers carefully before determining 
the actual amount of their award.

The recommended way to file a FAFSA is online at the 
FAFSA site. Students can also print, complete and mail a 
PDF version of the FAFSA form, either for the 2017 – 2018 
or 2018 – 2019 school years. The PDF includes instructions 
for filling out the form, plus the mailing address. In addition, 
families can request a paper printout of the FAFSA form by 
calling 1-800-4-FED-AID (1-800-433-3243), or 1-800-730-
8913 for TTY users.

When to Complete the FAFSA Application in Georgia

Where to Find the FAFSAGeorgia FAFSA Applications

https://fafsa.ed.gov
https://fafsa.ed.gov/fotw1718/pdf/PdfFafsa17-18.pdf
https://fafsa.ed.gov/fotw1819/pdf/PdfFafsa18-19.pdf
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For FAFSA purposes, investments include real estate (except 
for the home occupied by the student and parent), rental 
property, UGMA and UTMA accounts, trust funds, mutual 

The first step in completing the FAFSA online is to create 
a Federal Student Aid username and password (FSA ID). 
Both the student and one of his or her parents must get an 
FSA ID, so they can both sign the FAFSA form electronically. 
Students and parents can create an FSA ID here. Applicants 
who forgot their FSA ID password or username can find out 
how to regain access to their accounts here.

While completing the FAFSA form, students and parents 
must enter their personal information, including mailing 
address, Social Security Number, date of birth, citizenship, 
marital status and level of education. In addition, both 
students and parents must enter income and tax information 
from the tax year before the start of the FAFSA submission 
period. For example, students applying for the 2017-18 
school year must include the information from their 2015 
tax filing. 

Students might be confused about whom to include as a 
parent on their FAFSA form. For FAFSA purposes, students 
should include required information about:

and money market funds, certificates of deposit, securities, 
installment contracts such as mortgages, commodities and 
other investments of that nature. Certain education savings 
accounts and educational benefits are also counted as 
investments. These include, but are not limited to, 529 
college savings plans and Coverdell savings accounts. In 
addition to the student’s current residence, investments do 
not include life insurance, 401(k) plans, pensions, annuities, 
Keogh plans or IRAs that are not for education.

How to Complete the FAFSA 

Just one parent if that parent is widowed and 
not remarried, or was never married and is not 
currently living with the student’s other legal 
parent.

Two parents if the legal parents are married, 
divorced but living together or unmarried and 
living together. Students should not include 
anybody who is not married to their parent and 
is not a biological or legal parent.

One parent if the parents are divorced or 
separated and living apart. The student should 
include only the parent he or she lived with most 
during the previous year. However, if that parent 
is remarried, the student should include the 
required information about both the legal parent 
and the stepparent.

https://studentaid.ed.gov/sa/fafsa/filling-out/fsaid
https://studentaid.ed.gov/sa/fafsa/filling-out/fsaid#forgot
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A student’s eligibility for financial aid depends on the student’s Expected Family Contribution, the school’s Cost of Attendance (COA), the 
student’s year in school and enrollment status. Financial aid awards are determined by the financial aid office of the school the student 
is interested in attending. The need-based portion of a financial aid award in based on the following equation:

Schools that offer non-need-based aid will subtract any awarded financial aid from the COA to determine additional aid awarded to the 
student.

Interested applicants in Georgia can get an estimate of their financial aid award without filling out the FAFSA. They can use the 
FAFSA4caster tool by going to the FAFSA site and selecting the first box under “Thinking About College?” on the bottom right corner of 
the page. Students and parents can learn more about handling college costs here.

The FAFSA4caster tool will ask for some basic information about the student and parents, including citizenship status, date of birth 
and marital status. It also asks for amounts of any grants and college scholarships plus college costs including tuition, books, room 
and board as well as other expenses. Applicants can enter different amounts for each item to calculate costs for the different colleges 
they are interested in attending. Parents can apply for Parent PLUS loans to help make up the difference, and some students can apply 
for additional Stafford loans that are unsubsidized. For more information about obtaining additional loans, see Direct PLUS Loans for 
Parents, Graduate Students and Professional Students. 

How to Estimate a Financial Aid Award

COA – EFC = Student’s Financial Need

https://fafsa.gov
https://studentaid.ed.gov/sa/prepare-for-college/choosing-schools/consider/costs
https://studentaid.ed.gov/sa/types/loans/plus
https://studentaid.ed.gov/sa/types/loans/plus
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Georgia has one of the most successful scholarship 
programs in the United States. In 1965, the state founded 
the Georgia Student Finance Commission (GSFC), which 
was originally known as the State Scholarship Commission. 
Since its original founding, GSFC has added more than 
20 scholarships, grants and loan programs for Georgia 
students. Continue reading for information about all the 
scholarships available for eligible residents of Georgia.

Miller Scholarship Eligible Institution in a degree program. 
The application procedures and deadlines are the same as 
for the HOPE Scholarship.

Scholarships for Education in Georgia

Georgia students with high academic achievement can apply 
for the HOPE Scholarship to attend an eligible academic or 
technical institution. For a complete list of schools where 
students can use their HOPE Scholarship, see HOPE 
Scholarship Eligible Institutions FY 2018. HOPE Scholarship 
award amounts vary depending on the educational 
institution and the number of hours taken during the quarter 
or semester. To determine an award amount, use the HOPE 
– Zell Mill – Dual Enrollment Calculator.

To be eligible for the HOPE Scholarship, students must be 
a legal Georgia resident, maintain at least a 3.0 grade point 
average (GPA) at a HOPE-eligible high school and take 
courses from the Rigor Course List. In addition, students 
must be actively pursuing a degree at an eligible Georgia 
university or college.

To apply, Georgia students can either file a Free Application 
for Federal Student Aid (FAFSA) or they can submit a 
Georgia Student Finance Application (GSFAPPS). Students 
must apply by the last day of the school term or, if they are 
withdrawing from school that term, they must apply by the 
time they withdraw. However, students should apply as early 
as possible to make sure scholarship funds are credited to 
their school accounts on time.

Georgia students must meet more rigorous requirements 
to qualify for a Zell Miller Scholarship. They must maintain 
at least a 3.7 GPA and score at least 1200 on the combined 
reading and math parts of the SAT test or at least 26 on 
the ACT test. In addition, applicants must meet HOPE 
Scholarship eligibility requirements and be enrolled at a Zell 

HOPE Scholarship

Zell Miller Scholarship

The Georgia Military College (GMC) State Service 
Scholarship provides a full, two-year scholarship loan to 
eligible students who attend GMC. Recipients who serve 
for four years in the Georgia Army National Guard or Air 
National Guard are not required to pay the loan. Recipients 
serve for two years while they attend GMC and then they 
serve another two years after they graduate. Recipients who 
do not serve in the Georgia National Guard for the required 
amount of time must repay the entire loan within five years, 
including interest.

Applicants must reside legally in Georgia for at least one 
year before the fall quarter starts at GMC, have at least a 2.5 
GPA and score at least 800 on the SAT or 17 on the ACT and 
receive a letter of recommendation from their high school 
administration recognizing their good citizenship and high 
moral character. In addition, applicants must qualify for GMC 
admission, meet the Georgia National Guard physical and 
mental health standards for enlistment and be a full-time 
freshman or a high school student who will graduate by the 
end of the academic year that they plan to enroll in GMC.

Students can apply by downloading and completing the 
application here. Applicants must include a full-length 
photograph of themselves, plus a letter of recommendation 
from an official at their high school. In addition, applicants 
must ask their school guidance counselor to send their 
senior year class schedule, high school transcript and an 
official copy of their SAT or ACT test scores.

After completing and sending the application, scholarship 
hopefuls must attend an interview at GMC if the Selection 
Committee requests it. They must also provide proof that 
they have enlisted in the Georgia National Guard or Air 
National Guard.

Georgia Military College (GMC) State Service Scholarship

The Realizing Educational Achievement Can Happen 
(REACH) Scholarship is available to low-income students to 

Realizing Educational Achievement Can Happen (REACH) 
Scholarship Program

https://www.gafutures.org/media/187337/zell-miller-scholarship-eligible-institutions.pdf
https://www.gafutures.org/media/187328/hope-scholarship-eligible-institutions.pdf
https://www.gafutures.org/media/187328/hope-scholarship-eligible-institutions.pdf
https://apps.gsfc.org/SecureNextGen/dsp_award_amounts.cfm
https://apps.gsfc.org/SecureNextGen/dsp_award_amounts.cfm
https://www.gafutures.org/hope-state-aid-programs/hope-zell-miller-scholarships/hope-scholarship/eligibility/eligible-high-school/
https://www.gafutures.org/media/113414/rigor-course-list-july-2016.pdf
https://fafsa.ed.gov
https://fafsa.ed.gov
https://www.gafutures.org/hope-state-aid-programs/hope-zell-miller-scholarships/hope-scholarship/application-procedure-and-deadline/
https://www.gafutures.org/media/187337/zell-miller-scholarship-eligible-institutions.pdf
https://www.gafutures.org/media/187348/gmc-military-application-fy2018.pdf
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pay for any portion of a college’s Cost of Attendance (COA), 
including books, tuition and room and board.

Georgia schools that participate in the REACH program 
select eligible students in the seventh grade to participate 
in the REACH program once they begin the eighth grade. 
For these select students, the REACH program provides 
additional academic and social support through a mentor 
and academic coach, along with encouraging increased 
academic involvement of the student’s parent or parents.

Eligible students must be a legal U.S. resident for at least 
one year before spring semester begins during the year the 
student is first considered for the REACH program. Students 
must also attend an eligible middle school or high school 
in Georgia, meet the school’s attendance and behavior 
requirements and qualify for Georgia’s free or reduced lunch 
program. Eligible students must maintain a minimum GPA 
of 2.5, meet with their mentor weekly and meet with their 
academic coach monthly.

Students in Georgia who have completed at least 60 
semester hours toward an engineering degree at an 
eligible college or university can apply for the Scholarship 
for Engineering Education for Minorities (MSEE) Program. 
Students must meet be in a minority group such as female, 
Black or African American, Asian American, American 
Indian, Alaska Native, Native Hawaiian or Pacific Islander. 
Students must also meet citizenship requirements and 
maintain at least a 2.5 GPA. The award amount for this 
scholarship is $5,250 per academic year, with a maximum 
amount of $15,750.

Students must agree to work in Georgia in an engineering 
field after they graduate. Recipients who do not meet 
that requirement must repay the loan within six years, 
along with any accumulated interest as indicated in the 
Promissory Note.

Interested students must complete and send in the MSEE 
Scholarship Application. While there are no set deadlines, 
MSEE applications are reviewed as they arrive, and funds 
are disbursed as long as they are available.

The University of North Georgia (UNG) is one of the 
most prestigious military colleges in the United States. 
The UNG Military Scholarship Loan Program provides 
full scholarships to eligible Georgia students. The four-
year scholarship covers tuition, room, board, books, 
fees and uniforms. Students must meet eligibility 
requirements and must be interested in pursuing 
a military career. Students who are awarded this 
scholarship must agree to serve in Georgia’s Army 
National Guard or Air National Guard for a total of eight 
years, four years while attending UNG and four more 
after graduating. Recipients who do not complete the 
service requirement must pay the scholarship loan 
back, plus interest, within five years.

Students who want to apply for the scholarship must 
be legal Georgia residents for at least one year before 
the date they plan to register at UNG and qualify for 
regular UNG admission. In addition, students must have 
demonstrated academic excellence while attending high 
school, and they must meet the physical and mental 
health standard required by the Georgia Army National 
Guard and Air National Guard.

Eligible students must apply online at UNG. In addition 
to completing and submitting the application, students 
must submit an essay, high school transcript, senior 
year class schedule and SAT or ACT score. Applicants 
must also submit a letter of recommendation from 
an administrative official at their high school and a 
State Legislator Nomination Form from a legislator in 
the Georgia General Assembly who is located in their 
congressional district.

Scholarship for Engineering Education for Minorities 
(MSEE) Program

University of North Georgia (UNG) Military Scholarship 
Loan Program

Note
The nomination cannot be from a U.S. 
representative or senator.

https://ungms.ung.edu/apply/?page=home
https://ungms.ung.edu/apply/legislator_form.pdf?t=1506347493516
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The state of Georgia offers several grant programs for 
eligible residents. Grants can often be combined with 
scholarships and loans to help students meet the Cost of 
Attendance (COA) at their postsecondary school. For all 
grants listed, eligible students must be:

Applicants must meet the minimum eligibility requirements 
listed above and maintain at least a 2.0 Grade Point Average 
(GPA) while they are attending their college or university. 

Applicants can determine the potential amount of their HOPE 
Grant with the HOPE and Zell Miller Award Calculator. To 
apply, students can submit either the FAFSA or the Georgia 
Student Finance Application (GSFAPPS). Students who plan 
to submit the GSFAPPS can also download, complete and 
mail the paper version here. It is best for students to apply 
as early as possible to ensure funds are credited to their 
college account. Students must apply by either the last day 
of school or their date of withdrawal, if applicable.

Education Grants in Georgia

A U.S. citizen, national or eligible immigrant with 
permanent resident alien status.

Progressing satisfactorily in their academics.

Living legally within Georgia for at least one year 
before receiving the scholarship.

Free of any defaults or refunds owed to student 
financial aid programs.

Enrolled full-time in a university or college in 
Georgia while pursuing a college degree or a 
technical diploma or certificate.

In compliance with requirements for Selective 
Service registration and Georgia’s Drug-Free 
Postsecondary Education Act.

The federal government awards Pell Grants to eligible 
undergraduate students who have not yet earned a degree. 
Applicants must meet the general eligibility requirements 
listed above. Awards are based on financial need, up to 
a maximum of $5,920 during the 2017-18 award year. 
Students apply for Pell Grants by filling out a Free Application 
for Federal Student Aid form.

The Helping Outstanding Pupils Educationally (HOPE) Grant 
in Georgia provides students with funds to help achieve a 
diploma or certificate at an eligible institution in Georgia. 

Pell Grant

Helping Outstanding Pupils Educationally (HOPE) Grant 

https://apps.gsfc.org/SecureNextGen/dsp_award_amounts.cfm
https://fafsa.ed.gov
https://www.gafutures.org/media/31365/2016-gsfapps.pdf
https://studentaid.ed.gov/sa/fafsa
https://studentaid.ed.gov/sa/fafsa
https://www.gafutures.org/media/187325/hope-grant-eligible-institutions.pdf
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Zell Miller Grants are available to students who meet the 
general eligibility guidelines above and who maintain at least 
a 3.5 GPA while attending their postsecondary school. The 
school must be on the Zell Miller Grant Eligible Institutions 
FY 2018 list. The amount of the Zell Miller Grant awarded 
depends on the school’s tuition rate and the number of 
hours the student has enrolled.

Students can apply by submitting the FAFSA or the Georgia 
Student Finance Application (GSFAPPS). Students can 
also download, complete and mail the paper version of the 
GSFAPPS here. Students should apply as early as possible to 
ensure funds are credited to their college account. Students 
must apply by either the last day of school or their date of 
withdrawal, if applicable.

Qualified students who pursue an eligible field of study can 
apply for a HOPE Career Grant. The HOPE Career Grant is 
available to students who are training in the skills needed to 
fill jobs in industries that are strategically important to the 
economic growth of Georgia.

In addition to being enrolled in an approved study program, 
students must meet the general eligibility requirements 
listed above. Students must also be enrolled in a HOPE 
Career Grant eligible institution. Award amounts are based 
upon the number of hours the student is enrolled, as follows:

Students who have completed their General Education 
Development (GED), or high school equivalency diploma, 
can apply for a one-time HOPE GED Grant for $500. The 
award must be used for costs incurred for a degree at a 
HOPE GED eligible institution within two years of students 
receiving a GED. To receive the award, students must meet 
the general eligibility requirements above.

Students can apply by filing a FAFSA or Georgia Student 
Finance Application (GSFAPPS). If they prefer, then students 
can download the paper version of the GSFAPPS here. 
Students should apply as early as possible to ensure funds 
are credited to their college account. The deadline to apply 
is the earliest of either the last day of school or their date of 
withdrawal.

Students can apply with the FAFSA or the Georgia Student 
Finance Application (GSFAPPS). Students can also 
download and complete the paper version of the GSFAPPS 
here. Students should apply as early as possible to ensure 
funds are credited to their college account. Students 
should apply by either the last day of school or their date of 
withdrawal, if applicable.

Zell Miller Grant

HOPE Career Grant

HOPE GED Grant

$125 for one to two hours of enrollment

$250 for three to eight hours of enrollment

$500 for nine or more hours of enrollment 

$1,000 for nine or more hours of enrollment in a 
truck driving program

https://www.gafutures.org/media/187338/zell-miller-grant-eligible-institutions.pdf
https://www.gafutures.org/media/187338/zell-miller-grant-eligible-institutions.pdf
https://fafsa.ed.gov
https://www.gafutures.org/media/31365/2016-gsfapps.pdf
https://www.gafutures.org/media/187560/hope-career-grant-programs-of-study-fy2018-121417.pdf
https://www.gafutures.org/media/187357/hope-career-grant-eligible-institutions.pdf
https://www.gafutures.org/media/187357/hope-career-grant-eligible-institutions.pdf
https://www.gafutures.org/media/187326/hope-ged-eligible-institutions.pdf
https://fafsa.ed.gov
https://onedrive.live.com/?id=ec0d54ff2577cfe4!0%3aL0xpdmVGb2xkZXJzL0RvY3VtZW50cy9GcmVlbGFuY2UlMjBXcml0aW5nL09uUG9pbnQlMjBHbG9iYWwvR2VvcmdpYSUyMEVtcGxveW1lbnQlMjBEZXZlbG9wbWVudCUyMGFuZCUyMEVkdWNhdGlvbiUyMEFzc2lzdGFuY2UlMjBPdXRsaW5lJTIwMS5kb2N4
https://www.gafutures.org/media/31365/2016-gsfapps.pdf
https://fafsa.ed.gov
https://onedrive.live.com/?id=ec0d54ff2577cfe4!0%3aL0xpdmVGb2xkZXJzL0RvY3VtZW50cy9GcmVlbGFuY2UlMjBXcml0aW5nL09uUG9pbnQlMjBHbG9iYWwvR2VvcmdpYSUyMEVtcGxveW1lbnQlMjBEZXZlbG9wbWVudCUyMGFuZCUyMEVkdWNhdGlvbiUyMEFzc2lzdGFuY2UlMjBPdXRsaW5lJTIwMS5kb2N4
https://www.gafutures.org/media/31365/2016-gsfapps.pdf
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The Georgia Public Safety Memorial (GPSM) Grant provides monetary grants to children who meet the eligibility requirements 
listed above and who had a parent who was killed or permanently disabled in the line of duty as a Public Safety Officer in Georgia. 
Recipients may use the grant funds to pay the cost to attend eligible universities and colleges within the state of Georgia.

The GPSM Grant covers the recipient’s total COA at an eligible educational institution in Georgia, minus any other financial aid the 
student may have received. The total amount of the award cannot exceed $18,000 per year. Grants are awarded in the order that 
students apply for them and only while grant funds for that year are available.

Interested students must download and fill out the GPSM Grant application here and mail it according to the instructions on the 
form. After the college’s financial aid office has certified the applicant’s eligibility, the applicant must submit documentation about 
the incident that resulted in the death or permanent disability of his or her parent. Recipients must reapply for the grant each year.

The University of North Georgia (UNG) Reserve Officers’ Training Corps (ROTC) Grant and the ROTC Grant for Future Officers 
assist Georgia residents who are in the ROTC program and are full-time students at UNG. In addition to the general eligibility 
requirements listed above, applicants must be enrolled full-time at UNG as an undergraduate pursuing a degree. Applicants 
must also enroll in the ROTC program at UNG and participate fully. UNG will determine whether the student is participating fully 
by evaluating factors such as whether the student attends all drills, remains in uniform, maintains good conduct and attends all 
ROTC classes.

Recipients of the UNG ROTC Grant can receive up to $750 for each semester or up to $1,500 per academic year. Recipients of 
the UNG ROTC Grant for Future Officers must agree to accept a commission as an officer and can receive $2,000 per semester 
or up to $4,000 per academic year.

Students can apply for the UNG ROTC Grant by downloading and submitting the UNG ROTC Grant Application 2017-2018. 
Students can apply for the UNG ROTC Grant for Future Officers by downloading and submitting the UNG ROTC Grant for Future 
Officer Application 2017-2018.

Georgia Public Safety Memorial (GPSM) Grant 

University of North Georgia (UNG) ROTC Grant and ROTC Grant for Future Officers

https://www.gafutures.org/media/187333/psm-grant-eligible_institutions.pdf
https://www.gafutures.org/media/187352/public-safety-application-fy2018.pdf
https://www.gafutures.org/media/187353/ung-rotc-app-fy-2018.pdf
https://www.gafutures.org/media/187354/ung-rotc-future-officer-fy2018.pdf
https://www.gafutures.org/media/187354/ung-rotc-future-officer-fy2018.pdf
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Some postsecondary educational institutions in Georgia 
participate in the Federal Perkins Loan Program. Perkins 
Loans are available to eligible students who are pursuing 
an undergraduate, professional or graduate degree. The 
interest rate for Perkins Loans is five percent per year. 
Interested students must check with the financial aid office 
at their school to see if their school participates in the Federal 
Perkins Loan Program and, if so, must apply through their 
school. Loan funding depends on the availability of funds at 
the student’s school and the student’s financial need.

For Perkins Loans, the student’s school is the lender, and 
students must make their loan payments to the school that 
serviced their loan. Undergraduate students can borrow up 
to $5,500 per year, with a lifetime cap of $27,500 for Perkins 
Loans. Professional and graduate students can borrow up 
to $8,000 per year. Graduate students have a lifetime cap of 
$60,000, which includes any Perkins Loans they obtained as 
undergraduates.

The Georgia Student Access Loan (SAL) Program provides 
eligible students attending eligible educational institutions a 
low-interest, one-percent fixed-rate loan to pay for any gap in 
coverage for their educational costs. A list of eligible institutions 
for the SAL is here. 

To be eligible for the SAL, an applicant must be a citizen or eligible 
non-citizen of the United States. Applicants who are attending 
the University System of Georgia (USG), Technical College 
System of Georgia (TCSG) or a private educational institution 
must also have first exhausted any other financial aid, including 
scholarships, grants and both federal and state student loans.

Federal Perkins Loan Program

Student Access Loan

When scholarships and grants are not enough to cover 
the costs of attending a college or university, students in 
Georgia have several loan options available. Some loans 
offer alternative ways for students to repay the loans. For 
example, students who serve in the Georgia National Guard 
(GNG) and work as a public employee or provide veterinary 
services in underserved rural communities might be eligible 
to cancel part or all of their eligible student loan.

Selected applicants must complete the promissory note 
within 14 calendar days after notification. Current Zell Miller, 
HOPE and SAL recipients in good standing are selected for 
funding first. While funds remain available after that, loans 
are given on a first-come, first-served basis. Students must 
apply for a SAL each year for which they want to obtain a loan. 
Students attending USG or a private educational institution 
in Georgia must borrow a minimum of $500 annually and 
a maximum $4,000 per term, with an $8,000 maximum 
amount per year and $36,000 maximum amount borrowed 
throughout the college lifetime. Students attending a TCSG 
institution must borrow a minimum of $300 per year, with a 
maximum amount borrowed of $1,500 per term, $3,000 per 
year and $12,000 for the college duration. 

SAL recipients who attended USG or a private educational 
institution may request a service cancellation for their loan, 
based on their work as a teacher in a STEM field at an 
approved elementary, middle or secondary school in Georgia 
or as a Georgia Public Service employee. Eligible recipients 
can request the cancellation with the Student Access Loan 
Service Cancellation Request Form. TCSG students who 
graduated with at least a 3.5 GPA can be relieved from 
repaying their loan by submitting a Georgia Student Access 
Loan – Technical Request for Loan Discharge Benefit form, 
subject to approval.

Education Loans in Georgia

https://www.gafutures.org/media/187335/student-access-loan-eligible-institutions.pdf
https://www.gafutures.org/media/113309/sal_cancellation_request.pdf
https://www.gafutures.org/media/113309/sal_cancellation_request.pdf
https://www.gafutures.org/media/177809/sal-technical-loan-discharge-request-form.pdf
https://www.gafutures.org/media/177809/sal-technical-loan-discharge-request-form.pdf
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The Georgia National Guard (GNG) Service Cancelable 
Loan (SCL) provides loans for postsecondary education to 
Georgia students who serve in the GNG. GNG SCL loans can 
be used to pay tuition for an associate, a baccalaureate or 
a professional degree, certificate or diploma at an eligible 
institution. Applicants can determine whether the GNG SCL 
will pay for tuition at the college or university they want to go 
to by viewing the Georgia National Guard Eligible Institutions 
FY 2018 list.

Applicants must be a citizen or eligible non-citizen and 
reside lawfully within Georgia for one year before the funding 
period. They must also be enrolled in a diploma, certificate 
or undergraduate degree program for at least half-time. In 
addition, students must remain drug-free, in good standing 
with GNG regulations and not in default or owe a refund on 
an educational loan.

At a public educational institution, the GNG SCL awards 
an amount that equals the tuition per credit hour in which 
the student has enrolled. Students must be enrolled at their 
institution for at least six credit hours to obtain the GNG 
SCL for that term. For private educational institutions, the 
GNG SCL provides a fixed award of $1,450 per quarter or 
$2,174 per semester of full-time enrollment. For half-time 
enrollment, the GNG SCL provides $726 per quarter or 
$1,087 per semester. Any award amounts must be reduced 
by any amount the student receives in other loans, grants or 
scholarships that must be applied to the student’s tuition.

Applicants for the GNG SCL must submit both an application 
and a promissory note. The application is available here. 
After the applicant submits Part A of the application, the 
GNG office will complete Part B. Then, the applicant will 
need to submit the applicant to the school’s financial aid 
office to complete Part C and the promissory note. 

Students must reapply every year to continue receiving the 
loan. 

Students can repay the loan with service in the GNG, so long 
as they also maintain at least a 2.0 GPA. Recipients of the 
GNG SCL who do not maintain good standing with the GNG 
or maintain a 2.0 GPA must repay the loan plus interest, as 
indicated in the promissory note. 

Georgia National Guard (GNG) Service Cancelable Loan

The State Veterinary Education Board of Georgia 
administers the Georgia Veterinary Education Loan 
Repayment (GVELRP) Program. The GVELRP pays up to 
$20,000 on the outstanding student loan debt of eligible 
veterinarians in the state of Georgia. Candidates must be 
Georgia residents and they must be practicing veterinarians 
in approved rural counties in Georgia that have 35,000 or 
fewer residents. Some veterinary students who are in their 
final year of school may also be eligible. Applicants can find 
a map of eligible rural communities here.

The application period typically runs from December 1 
through January 15. Interested veterinarians can find the 
application here, once it becomes available during the 
application period. Applicants must include three reference 
forms, including one from a current or former employer and 
one from a DVM/VMD. Applicants who have no employment 
history can include a letter of reference from one of their 
professors who is part of their veterinary degree program. 
Candidates are judged based on their merits and the severity 
of the situation in which the candidate is serving or plans to 
serve. Chosen candidates who accept the offer must agree 
to provide veterinary services for food animals for at least 
20 hours per week over a one-year period in the rural area 
where they applied. Applicants can move their services to 
another needy area in Georgia with approval from the State 
Veterinary Education Board.

Georgia Veterinary Education Loan Repayment Program 
(GVELRP)

https://www.gafutures.org/media/187433/gng-eligible-institutions.pdf
https://www.gafutures.org/media/187433/gng-eligible-institutions.pdf
https://www.gafutures.org/media/187349/gng-app-and-prom-note-fy2018.pdf
http://agr.georgia.gov/Data/Sites/1/media/ag_animalindustry/animal_health/files/Eligible-Communities-Map-2010-Census.pdf
http://agr.georgia.gov/georgia-veterinary-education-loan-repayment-program.aspx
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Unemployment Insurance
in Georgia

Unemployment Insurance is administered by the Georgia Department of Labor (GDOL) and is available for eligible residents 
who have lost their jobs through no fault of their own. An unemployed resident may receive unemployment benefits for a pre-
determined period if he or she completes the application process, meets all eligibility requirements and completes an interview 
with a GDOL representative successfully. The amount and duration of benefits issued to the eligible applicant depends upon 
the hours worked and his or her salary earned throughout the base period. Beneficiaries should review qualifications for 
a benefit extension before Unemployment Insurance benefits expire. Benefits are issued on a Way2Go debit card, so all 
beneficiaries should also learn how the card is activated and utilized. 

Unemployment Insurance benefits are only available to program beneficiaries who maintain eligibility by continuing to search 
for work or by completing mandatory employment training through the GDOL. An applicant is denied benefits if he or she 
does not meet eligibility criteria, including previous counts of government assistance fraud or not enough working hours in 
the base period. Georgia employers may also respond to employees’ claims for Unemployment Insurance to refute the reason 
for separation, hours worked or salary. There are additional veteran unemployment assistance programs designed to assist 
veterans in obtaining employment. To learn more about the Unemployment Insurance program in Georgia, continue reviewing 
this informative guide.
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Unemployment Insurance is temporary financial 
assistance offered to eligible applicants who have lost 
their jobs or experienced drastically reduced hours at their 
current job. The Unemployment Insurance program is 
administered by the Georgia Department of Labor (GDOL) 
and funded by the taxes employers pay to the state on the 
eligible wages they pay employees. When attempting to 
qualify for unemployment benefits, potential applicants 
should review the eligibility qualifications set by the GDOL. 
Additionally, there are requirements that must be met on a 
weekly basis to maintain eligibility and continue receiving 
Unemployment Insurance benefits. To find out more about 
the basic qualifications of the program, wage requirements 
that must be met and how to maintain eligibility and 
continue receiving unemployment benefits, review the 
following information.

Eligibility for Unemployment Insurance 
in Georgia

One of the most important requirements to qualify for 
Unemployment Insurance in Georgia is the reason for 
separation from your previous employer. The employer the 
GDOL is concerned with may not be the last employer you 
worked for, but will be the last employer you received wages 
from who paid unemployment tax to the government on 
the wages you received. The GDOL asks for the reason for 
separation on the application for program benefits. During 
the mandatory interview with a GDOL representative, the 
reason for separation is reviewed again. Additionally, the 
GDOL sends notification of your claim to your previous 
employer and asks him or her to verify the details you 
provided, including the reason for separation. Acceptable 
reasons for separation from your previous employer may 
include:

Basic Unemployment Insurance Qualifications

A lack of work or the elimination of your position 
(also known as a lay off)

The closing of the business or company you 
worked for

You quit for your job for an acceptable and work-
related reason approved by the GDOL

You are still working but working hours were 
drastically reduced through no fault of your own

You were fired from your qualifying employer, 
but not for misconduct or a reason that was 
your fault
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If there was a material change in working conditions or the 
work environment and you quit your job, then you may still 
qualify for unemployment benefits. If your employer refused 
to pay your earned wages or made a change to your working 
agreement and you quit your job, then you may also still 
be eligible for benefits. If you quit your job due to personal 
reasons that cannot be justified, then the GDOL will deny the 
claim. If you were separated from your previous qualifying 
employer due to misconduct or poor work performance, 
then you will not qualify for unemployment benefits. 
The GDOL will review the reason for separation, ask you 
questions during the interview and confirm details with your 
previous employer to confirm eligibility.

In addition to the reason for employer separation, you 
must also prove your citizenship status to meet the 
Unemployment Insurance eligibility requirements. To meet 
all eligibility requirements, an Unemployment Insurance 
applicant must prove he or she is a United States citizen or 
lawful non-citizen qualified to claim benefits in the state. To 
prove these requirements are met, all applicants who are 18 
years of age or older must sign an affidavit to submit with 
their applications. If you are required to complete an affidavit, 
then your signature attests that you meet citizenship 
requirements. Documentation including valid government-
issued identification or citizenship documentation is also 
requested by the GDOL when completing the affidavit.

If you are currently receiving a severance package that 
includes compensation from your previous employer, then 
you may not be eligible for unemployment benefits. If you 
are receiving either Temporary Total or Temporary Worker’s 
Compensation benefits, then you are not eligible to receive 
unemployment benefits. If you receive retirement pension 
from your previous employer, then you may still qualify for 
benefits but the amount of benefits issued may be reduced.

Before your eligibility to receive unemployment benefits is 
confirmed, a GDOL representative will calculate the wages 
you earned throughout your base period. A regular base 
period is defined as the first four out of last five calendar 
quarters that were completed before your filed your first 
unemployment claim. If the minimum amount of wages 
were not earned during this period, then the GDOL may use 

Wage Requirements for Unemployment Insurance

an alternative base period for calculation purposes, which is 
the last four calendar quarters completed before you filed 
your first unemployment claim. According to the formula 
used by the GDOL to calculate the wages earned in the base 
period, there are four three-month calendar quarters in a 
year. They include:

For example, if you filed your first unemployment claim 
between January 1 and March 31 of this year, then the first 
four quarters of your regular base period would begin in 
October of year before last until the end of September of 
last year. Likewise, if you filed your first unemployment claim 
between April 1 and June 30, then the first four quarters 
of your regular base period would begin in January of last 
year until the last quarter of the last year. If you filed your 
first unemployment claim between July 1 and September 
30, then the first four quarters of your regular base period 
would begin in April of last year until the end of March of 
the current year. Finally, if you filed your first unemployment 
claim between October 1 and December 31, then the first 
four quarters of your regular base period would begin in July 
of last year until the end of June of the current year.

To qualify for unemployment benefits, you must have 
earned qualifying wages (earnings that your employer paid 
unemployment taxes) for at least two quarters within the 
base period. In the two quarters in which you had your 
highest earnings, you must have earned at least $1,134. 
Additionally, the total wages calculated throughout your 
base period must equal at least one and a half times the 

January 1 through March 31

April 1 through June 30

July 1 through September 30

October 1 through December 31
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amount of wages you earned in your highest paying quarter 
to qualify for benefits.

work for an unacceptable reason will lose unemployment 
benefits.

A submission to the GDOL of your work-search contacts each 
week is required to avoid a potential benefit overpayment 
or the refusal of unemployment benefits. At any time, the 
GDOL can audit and review your contacts to ensure they are 
valid and acceptable. Work-search contacts are submitted 
online to the GDOL or manual records are submitted to the 
GDOL career center weekly. Unemployment beneficiaries 
who refuse job offerings or interviews or are unavailable for 

Unemployment Insurance benefits are temporary 
government financial assistance issued to unemployed 
or underemployed residents who are attempting to gain 
self-sufficiency through suitable employment. After you 
are approved to receive unemployment benefits, you must 
maintain eligibility and prove your qualifications to continue 
receiving benefits. You must also be available for work, able 
to work and actively seeking employment while obtaining 
benefits. Unless you are specifically exempted from the work 
requirements by the GDOL, you are required to make at least 
three new job contacts each week you receive benefits. A 
detailed record of each contact must be kept each week you 
claim benefits and repeat contacts with potential employers 
do not count toward the mandatory work search contacts. 
To successfully complete the weekly certification, your 
contact records must include:

Maintaining Unemployment Insurance Eligibility

Contact information for the potential employer, 
comprising of the full name, a phone number 
and the job title.

Job posting information, such as the job 
reference number.

The type of contact made, the outcome and 
additional tasks you were asked to complete.

The date contact was attempted.

https://www.dol.state.ga.us/Access/Service/SebWorkSearch?linkAction=entry
https://www.dol.state.ga.us/Access/Service/SebWorkSearch?linkAction=entry
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Unemployment benefits are issued to an approved 
applicant on the day he or she applied for the program and 
not the day he or she last worked. Therefore, it is important 
for potential unemployment insurance beneficiaries to 
apply for the program as soon as possible, if they believe 
they are qualified to receive benefits. The application 
can be completed in person at a GDOL career center and 
potential applicants can locate convenient career centers 
by reviewing the GDOL online location list. When attempting 
to apply in person, applicants must be prepared to provide 
detailed and accurate information, including:

The Unemployment Insurance Application Process

Before a potential beneficiary is approved to receive 
Unemployment Insurance benefits, he or she must 
thoroughly complete the application process with the 
GDOL. Unemployment benefits can only be offered to 
applicants who submit a claim to the GDOL, complete an 
interview with a GDOL representative, receive approval for 
benefits and continue to maintain eligibility by completing 
all work-search requirements. Unemployment claims can 
be filed online or in person at a GDOL career center. Before 
attempting to receive unemployment benefits, potential 
applicants should first review the application process 
to ensure all steps are completed. To learn more about 
the Unemployment Insurance application process, the 
documents and information needed when applying for 
benefits and how to complete the application online, read 
through the following information.

Exact amounts of severance package compensation or 
retirement pensions must also be provided when applying, 
if applicable. In-person applicants should be prepared to 
present government-issued photo identification when 
applying. The applicant is required to complete an affidavit 
that confirms he or she is a U.S. citizen, legal permanent 
resident or legal non-citizen. If the applicant does not 
have proof of identification or other required documents 
when visiting the GDOL career center, then he or she 
may be asked to complete the affidavit at a later time. 
Instructions on completing the affidavit outside of the 
career center are emailed to potential applicants who did 
not qualify to complete them during the visits. If an affidavit 
is not completed in person or by following the emailed 
instructions in a timely manner, then the applicant may be 
denied benefits.

How to Apply for Unemployment 
Insurance in Georgia

The names and contact information for past 
employers over the past two years

Wages earned, hours worked and employment 
dates for the past two years of work.

A Social Security Number or, if a legal non-
citizen, Alien Number and expiration date from 
the Employment Authorization Document.

The reason for separation from the previous 
employer.

A bank routing and account number, if a direct 
deposit of benefits is desired.

https://dol.georgia.gov/locations/career-center
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Since the unemployment benefit application process 
requires detailed information from the applicant, he or 
she must be prepared with the proper documentation and 
information to complete the application thoroughly. Before 
attempting to complete the application in person or online, a 
potential applicant should gather all necessary documents 
and information. If an employer provided a Notice of 
Separation, then the potential applicant must present it to the 
GDOL. Union members who are part of a union that assists 
with employment or work searches must also present 
union cards when applying. Former federal employees 
who worked for the government within the past two years 
should gather pay stubs and the SF-50 or SF-8 form when 
applying for benefits. Disaster-affected citizens attempting 
to claim Disaster Unemployment Assistance (DUA) as self-
employed residents or farmers must provide their latest tax 
returns or quarterly estimated tax payments. Non-citizens 
are required to provide copies of the front and back of their 
Employment Authorization Documents. Previous military 
personnel attempting to apply for unemployment benefits 
should be able to present one of the following documents 
to the GDOL:

Non-residents attempting to claim benefits in Georgia may 
apply online if they earned wages in the state within the 
past two years. Instructions for completing the affidavit are 
emailed to these applicants, which includes a signature and 
notarization of the document. Once completed, the non-
resident must mail the affidavit and a copy of his or her valid 
government-issued photo identification or Employment 
Authorization Document to:

Documents Needed When Applying

Military earnings and leave statement

“Orders to report”

“Orders of release”

Their most recent DD-214 Member 4

W-2 forms from their last service

Georgia Department of Labor, Interstate Unit

P.O. Box 38184
Atlanta, GA 30334
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Many potential applicants choose to complete the 
unemployment benefit application process online because 
it is free, convenient and easily accessible. Not all potential 
applicants are qualified to complete the application online. 
For online application eligibility, a potential applicant must 
have earned insured wages (wages that required the 
employer to pay unemployment taxes) in Georgia within the 
past two years. Potential applicants who do not qualify to 
apply online should visit a local GDOL career center to obtain 
information for additional unemployment assistance.

Potential applicants who qualify for the online application 
process should also ensure their computers, software and 
operating systems are compatible with the online portal. 
To successfully complete the online application process, 
an applicant must have:

If an online applicant cannot finish the application in one 
sitting, he or she can save the unfinished application’s 
progress without losing any work by using the “Exit and 
Save” option. The unfinished application is available to the 
potential applicant for 120 days until it is deleted from the 
system. The online application process takes approximately 
30 minutes to complete. Once an application is submitted, 
the applicant will receive a confirmation number, validating 
that the application has been electronically sent to the GDOL 
for review. A decision of denial or acceptance of benefits is 
emailed to the online applicant within 17 days of completing 
the application process.

Online portal users must first set up a four-digit Personal 
Identification Number (PIN) that is associated with their 
online accounts for security purposes. The PIN is also 
used to verify the user’s identity when communicating with 
the GDOL online or through email. Once a PIN is chosen, 
the applicant can use the GDOL Online Unemployment 
Insurance Claim Application to complete the process online. 
To navigate past the home screen, the user is required to 
enter his or her Social Security Number and the chosen PIN. 
The potential applicant must also check the box to confirm 
that it is understood that an affidavit must be completed 
if he or she is 18 years of age or older before benefits are 
dispersed. He or she must navigate through all screens and 
complete all questions thoroughly as asked.

Applying for Unemployment Benefits Online

An internet browser with updated JavaScript 
and pop-up blockers disabled.

PDF reading software, such as Adobe Acrobat 
Reader.

A private, secure and valid email address 
through an email client that accepts GDOL 
communication.

https://www.dol.state.ga.us/WS4-MW5/cics.jsp?TRANSID=UCI1&FRMNAME=UCI1S
https://www.dol.state.ga.us/WS4-MW5/cics.jsp?TRANSID=UCI1&FRMNAME=UCI1S
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Unemployment Insurance applicants must be available 
for communication from the GDOL by email, phone call 
and mail. The GDOL sends information on a scheduled 
mandatory interview with the applicant and the applicant 
may be denied benefits if he or she does not complete the 
interview. Former employers who receive information on 
a claim filed by a previous employee may also be subject 
to an interview. Former employers must be sure to remain 
available for the GDOL interview to confirm or correct 
details provided to the department by the former employee. 
In most cases, an interview with the applicant or former 
employer is scheduled for completion by phone. If an 
applicant filed the claim online, then he or she may receive 
a confidential email with the details of the time and date 
of the telephone interview. However, if the unemployment 
application was completed at a GDOL career center, then 
details of the scheduled interview may be received by mail. 
The phone interview may require the interviewee to call into 
the GDOL or a GDOL representative may call. Interviewees 
should review the requirements for the phone call and be 
prepared to follow all steps at the designated time.

When preparing for an interview with a GDOL representative, 
an Unemployment Insurance applicant should review his or 
her employment history. Gathering documents, including 
past paycheck stubs, employer interaction records and 
job titles can assist the interviewee in providing accurate 
information to the representative. GDOL interviews may 
cover the following:

If the GDOL representative questions the reason for 
separation from a former employer, then the unemployment 
applicant must provide a detailed explanation. The separation 
must have occurred through no fault of the applicant’s own. 

Unemployment Insurance Interview Scheduling

Interviewing an Unemployment Insurance Applicant

Former employer contact information for any 
work in the past two years

The reason for separation from employer, 
including details and records on the separation

Information on bonuses earned, severance 
packages or retirement pensions

Salary details, hours worked and job duties for 
the past two years

Current job skillsets, training and the type of 
employment the interviewee is seeking

When applying for unemployment benefits, an applicant 
is required to undergo a telephone interview with a 
Georgia Department of Labor (GDOL) representative. The 
purpose of the interview is to confirm the details provided 
in the application and to ensure the potential beneficiary 
understands his or her responsibilities when claiming 
unemployment benefits. When a former employee files 
an Unemployment Insurance claim, the employer is also 
notified of the claim. An employer may undergo an interview 
with a GDOL representative to confirm the reason for 
separation and other details of the applicant’s employment. 
It is important for both unemployment benefit applicants 
and former employers to be prepared for GDOL interviews 
to ensure correct and accurate answers are provided to the 
representatives. To learn more about how the interview is 
scheduled, potential questions covered in an interview with 
an applicant and what may be asked of a former employer, 
read through the following sections.

Both former employers and unemployment applicants should 
ensure the GDOL has a correct phone number and has set 
an available scheduling time for the interview. The steps to 
reschedule an interview or update contact information are 
displayed on the mailed interview notice. If the phone number 
the GDOL has listed is incorrect or the applicant or former 
employer is not available at the scheduled time, then he or 
she must contact the local GDOL career center immediately. 
The Unemployment Insurance customer service department 
can also be contacted at 1-877-709-8185 to update contact 
information or reschedule the interview.

How to Prepare for the Unemployment 
Insurance Interview in Georgia

https://dol.georgia.gov/locations/career-center
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If the applicant quit employment or was fired, then he or 
she may be responsible for providing additional details on 
the situation. Applicants should keep in mind that the GDOL 
representative will also interview the former employer to 
confirm the details provided, so accurate information must 
be provided. Keeping detailed records of all former employer 
interactions and reprimands is useful to assist the GDOL 
representative in determining the reason for separation. 
Paycheck stubs and other employment documents also 
assist the GDOL representative in confirming the wages 
earned and hours worked within the base period. This 
information and the answers provided in the interview are 
used by the GDOL representative to determine eligibility and 
to calculate benefit payments, if eligible. 

A GDOL interview may also be scheduled with an 
unemployment beneficiary after he or she has been 
approved for the program. This interview is designed to 
audit the beneficiary’s work search contacts and ensure 
he or she is actively seeking employment while receiving 
benefits. If the beneficiary turned down a job interview or an 
employment offer, then he or she must explain the reason 
for denial. Keeping detailed work search contact records and 
recording interactions with potential employers is important 
for a successful interview with a GDOL representative. A 
beneficiary may be denied Unemployment Insurance benefits 
if he or she cannot justify the inability to complete mandatory 
work search contacts, the denial of a job interview or the 
refusal of an employment offer during a GDOL interview.

GDOL representatives interview former employers to 
confirm all details provided by Unemployment Insurance 
applicants. Sometimes, the GDOL will mail a request for 
information to the former employer without an interview 
scheduling. This request should be completed thoroughly 
and mailed back to the GDOL promptly. If an interview is 
requested, then GDOL representatives will use the contact 
information provided by the former employee to conduct 
the interview. Former employers should review the point 
of contact for the GDOL to confirm he or she has a solid 
understanding of the former employee’s situation and work 
ethic while employed. The point of contact should also have 
authorization to release former employee information during 
the interview. If the point of contact was not directly involved 
in the former employee’s daily job activities and separation, 
then the former employer should appoint a different point of 
contact for the GDOL interview.

Georgia employers are required to furnish a Notice of 
Separation to employees (Form DOL-800) upon separation. 
This form is helpful for former employers to identify and 
confirm the specific reasons an employee experienced the 
separation. When preparing for a GDOL interview, a former 
employer should gather:

Interviewing a Former Employer

During the phone interview, the GDOL representative will 
cover the reason for separation, employment dates, job 
duties and wages earned. If the former employer is prepared 

All former employee’s records, including work 
performance and misconduct warnings.

The former employee’s job duties, description 
and titles.

The former employee’s salary, working hours, 
benefits and wages.

Additional information about the former 
employee that may be important to the GDOL.

https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/dol800.pdf
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Upon application approval for unemployment benefits, the 
applicant will receive a benefit determination letter from the 
GDOL. This letter informs the new beneficiary the weekly 
benefit amounts he or she will receive and the maximum 
benefit duration. If the applicant does not file a weekly 
benefit claim or circumstances change and he or she is 
no longer eligible for unemployment benefits, then the 
benefits will cease. If the approved applicant reviews the 
benefit determination letter and suspects a mistake in the 
calculations, then he or she must contact the GDOL for a 
correction within 15 days. The GDOL may have been provided 
with contrasting information from a former employer on the 
wages earned by the applicant or the hours worked in the 

to answer these questions, then the phone call should be 
brief and simple. However, the GDOL representative may 
need to speak with the former employer’s point of contact 
for a second interview to cover additional subjects. Multiple 
interviews are necessary if the unemployment applicant 
appeals a benefit denial or disputes information provided 
by the former employer. GDOL representatives may also 
ask former employers to mail or fax employee records or 
confirmation of work dates and wages, if applicable.

base period. The applicant may need to dispute claims and 
file an appeal if he or she feels incorrect information was 
used to calculate the benefit determination. 

The minimum weekly benefit payment is $44 per week while 
the maximum weekly benefit amount is $330 per week. 
The exact amount qualified applicants receive each week 
depends on that their total earnings in the base period, their 
earnings in their highest quarters and the unemployment 
rate in Georgia. Current earnings will influence benefits for 
underemployed claimants. No matter how many hours were 
worked or wages earned in the base period, unemployment 
beneficiaries will never receive more than $330 in benefits 
per week. The weekly benefit amount is calculated by taking 
the applicant’s total wages in his or her two highest quarters 
and dividing it by 42. An alternative formula will be used for 
petitioners who do not have a total wage amount that is 
one-and-a-half times the earnings in the highest quarter. In 
these cases, the GDOL will take the total wage in the highest 
quarter and divide it by 21. 

Determining Unemployment Insurance Benefit Amounts

Financial assistance is issued to unemployed or 
underemployed Georgia residents through Unemployment 
Insurance if they qualify for the program. The benefits are 
funded through employer taxes and not through the expense 
of former employees. The amount of benefits issued and 
the maximum duration of available benefits varies among 
qualified program applicants. The Georgia Department of 
Labor (GDOL) uses information provided in the application, 
including wages earned and hours worked, to calculate 
the amount of benefits issued to a beneficiary. Weekly 
Unemployment Insurance claims must be filed successfully 
by qualified applicants to continue receiving benefits. To 
find out more about how to file weekly benefit claims as 
well as how benefit amounts and the maximum duration 
of benefits are determined by the GDOL, read through the 
following sections.

Unemployment Insurance Benefits in 
Georgia
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There is also a maximum benefit amount that can be issued during a benefit year. A benefit year consists of the 365-day period 
after an initial claim is filed. The maximum benefit amount is calculated using two different formulas and the lesser figure is 
used. One calculation is determined by taking the weekly benefit amount and multiplying it by the maximum number of weeks 
benefits are available to the beneficiary (review the below topic for more details). For example, if a beneficiary has a maximum 
weekly benefit amount of $230 and a maximum duration of 14 weeks, this calculation would yield $3,220 as the maximum 
benefit amount. A second calculation used is to multiply the wages earned in the base period by one-quarter. For example, if an 
approved Unemployment Insurance applicant earned $30,000 in eligible wages in his or her base period, a maximum benefit 
amount of $7,500 is calculated. The GDOL will use the lesser figure calculated between both formulas.

Before July 1, 2012, the maximum number of weeks Unemployment Insurance benefits were available to eligible applicants 
was 26 weeks. However, Georgia legislature passed House Bill 347 in 2012, which changed the way the maximum benefit 
weeks were determined and changed maximum benefit duration to a range of 14 to 20 weeks. The maximum number of weeks 
an approved applicant can receive unemployment benefits now depends on the Georgia seasonally adjusted unemployment 
rate that is set at the time of claim filing. The chart below shows the maximum benefit weeks available, depending on the 
state’s unemployment rate.

Unemployment Insurance claims that are filed from July 1 to December 31 will use the state’s unemployment rate 
recorded in April of the previous year. For claims filed in January 1 through June 30, the unemployment rate for October of 
the previous year is used to calculate the maximum weeks of benefits available. A chart displaying Georgia’s Seasonably 
Adjusted Unemployment Rate for the past 13 months is available on the GDOL website. The minimum number of weeks 
an eligible Unemployment Insurance applicant can receive benefits is six weeks. When calculating the number of weeks 
benefits are issued, a beneficiary should also refer to his or her maximum benefit amount calculation. No matter the 
number of weeks he or she is eligible for, once the maximum benefit amount is reached within a benefit year, the benefits 
will cease.

Calculating Unemployment Insurance Benefit Duration

GEORGIA SEASONABLY ADJUSTED 
UNEMPLOYMENT RATE

MAXIMUM WEEKS FOR UNEMPLOYMENT 
BENEFITS

6.5 percent or less 14

More than 6.5 percent but less than 7 percent 15

More than 7 percent but less than 7.5 percent 16

More than 7.5 percent but less than 8 percent 17

More than 8 percent but less than 8.5 percent 18

More than 8.5 percent but less than 9 percent 19

9 percent or higher 20

https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/lf_georgia.pdf
https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/lf_georgia.pdf
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down or if his or her current job ended during the week 
due to lack of work. All working wages must be reported, 
excluding:

To successfully file a claim for weekly benefits, a program 
beneficiary must certify that he or she was available and 
actively searching for work for the past week. He or she 
must also certify that work and job offers were not refused 
and no working wages were earned in the past week. A 
benefit week starts on Sunday and ends on Saturday at 
midnight. A beneficiary must claim benefits for the week 
after it has passed, but cannot make the claim more than 
two weeks after or benefits are forfeited for the week in 
question. Beneficiaries can claim two weeks at a time, but 
the two weeks must consist of the current week and the 
previous week.

Most beneficiaries prefer to file weekly benefit claims online 
using the GDOL website or by calling the GDOL Interactive 
Voice Response system at 1-866-598-4164. Both weekly 
benefit claim options are available 24 hours a day, seven 
days a week. Reporting a claim online or by phone requires 
the beneficiary to set up a four-digit Personal Identification 
Number (PIN) associated with his or her Social Security 
Number for security purposes.

After logging onto the GDOL system with the Social Security 
Number and PIN, a beneficiary can complete the weekly 
claim filing process by navigating to the Certification 
Entry page and completing all questions truthfully. When 
reporting gross earnings, a claimant must enter the amount 
earned before taxes and deductions in dollars and cents. 
After agreeing to the Certification Statement, the claim 
can be submitted electronically. When using the telephone 
system to claim benefits, a beneficiary must answer all 
the questions truthfully by pressing 1 for Yes and 9 for No. 
Earnings are reported by pressing the appropriate number 
keys. The automated system will confirm the beneficiary’s 
responses before submitting he claim to the GDOL.

Beneficiaries who prefer to file weekly benefit claims in 
person can visit a local GDOL career center and submit a 
completed Weekly Claim Form for UI Desk Certification 
(DOL-421) or a Weekly UI Claim for Vocational Trainee (DOL-
460). 

When filing a weekly benefit claim, a beneficiary must 
answer questions truthfully and accurately, including any 
wages earned for the week in question, job offers turned 

Filing Weekly Benefit Claims

Vacation pay

Jury duty income

Social Security payments

Payments for weekend military reserve duty

Once a weekly claim is filed and accepted, it does not 
guarantee the issuance of benefits. A GDOL representative 
will review the weekly claim and determine if the claimant is 
still eligible for weekly benefits and the amount of benefits 
he or she will receive. 

Unemployment Insurance beneficiaries who have questions 
about claiming their weekly benefits can contact the 
Customer Service department in Metro Atlanta at 404-232-
3001. Residents in all other Georgia areas can contact the 
Unemployment Insurance Customer Service department at 
1-877-709-8185. Both Customer Service departments are 
available from 8 a.m. to 4:30 p.m., Monday through Friday, 
except on national holidays.

https://www.dol.state.ga.us/WS4-MW5/cics.jsp?TRANSID=UCI1&FRMNAME=UCI1S
https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/dol421.pdf
https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/dol460.pdf
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When an Unemployment Insurance beneficiary does not offer 
banking account information including an account number 
and routing number when completing the application, he or 
is refusing direct deposit. With direct deposit refused, the 
applicant will receive a Way2Go debit card upon approval 
for benefits. When the applicant is approved for benefits, the 
GDOL sends the debit card in the mail, along with activation 
instructions. To activate the card, a beneficiary must call the 
Mastercard Customer Service phone number at 1-888-929-
2460 or visit the Go Program website and create an online 
user account. The user’s online account can also be used to 
check his or her current account balance at any time.

A four-digit Personal Identification Number (PIN) must be 
established when activating the Way2Go debit card. This 
PIN is different than the PIN used with the GDOL website 
when certifying Unemployment Insurance benefits. When 
creating a four-digit pin for the debit card, a beneficiary 
should choose a PIN that is not easy for outsiders to guess, 
but easy for him or her to remember. For security purposes, 
it is important for the card user to keep the debit card and 
any indication of the PIN in different secure locations.

Receiving and Activating the Way2Go Debit Card

The Georgia Way2Go card works just like a debit card and can 
be used for purchases at retailers that accept MasterCard 
payments. To utilize the card for purchases, a beneficiary 
can use the Point of Sale system at the retailer’s checkout 
and enter the PIN associated with the card. The amount 
of the purchase is deducted directly from the beneficiary’s 
Comerica Bank account. Unemployment beneficiaries can 
keep track of account balances by keeping transaction 
receipts or logging onto the online portal.

If a beneficiary prefers cash, then he or she can make 
unlimited cash-withdrawal transactions at MoneyPass ATM 
locations that are in-network. In-network ATMs are easily 
identifiable because they have the MoneyPass logo on them. 
Cash can also be withdrawn from out-of-network ATMs, but 
a 95-cent transaction fee is also deducted from the account 

The last paper check benefits were distributed to 
Unemployment Insurance beneficiaries by the Georgia 
Department of Labor (GDOL) on November 1, 2012. All 
beneficiaries must now choose to receive benefits through 
direct deposit into existing accounts or through a Way2Go 
debit card. Current direct deposit beneficiaries can visit the 
GDOL website and request to cancel direct deposit to enroll 
in the Way2Go debit card program. There is no credit check 
or bank account information required. The Georgia Way2Go 
Debit MasterCard program is administered by Go Program 
and offers a convenient and simple way for beneficiaries to 
access their benefits by making purchases or withdrawing 
cash. Beneficiaries who are issued a Way2Go debit card 
have a Comerica Bank account established in their name 
specifically for their Unemployment Insurance benefits. 
Program beneficiaries should review how to activate and 
use the card, why the Way2Go debit card is beneficial and 
what to do if a card is lost or stolen. To learn more about the 
Way2Go debit card, read through the information provided.

The UI Way2Go Debit Card in Georgia

https://www.goprogram.com/goedcclient/
https://dol.georgia.gov
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The Georgia Way2Go debit card is a popular way for 
beneficiaries to receive Unemployment Insurance benefits 
because it is easy to use and convenient. Beneficiaries who 
opt to receive benefits on the debit card are offered:

If a Way2Go debit card is lost or stolen or an untrustworthy 
party has learned the PIN associated with the account, 
then the beneficiary must report it immediately. The 
incident can be reported to the Georgia Way2Go Debit 
MasterCard Customer Service department at 1-888-929-
2460. The phone reporting system is available 24 hours 
a day, seven days per week. The beneficiary is required to 
change his or her PIN and a new replacement card is sent, 
if needed. If funds were deducted from the account after 
the card was lost or stolen, then the beneficiary may not 
receive replacement funds if he or she is found liable. If the 
beneficiary failed to report the disappearance of the card 
promptly or failed to change the PIN or call the Customer 
Service department, then replacement funds are not issued.

The first replacement debit card for a lost or stolen card is 
issued without charge by the Go Program every 12 months. 
If the one free replacement is already used, then a beneficiary 
must pay $4.50 to replace another lost or stolen card. For 
expedited delivery of the replacement card, the beneficiary 
is responsible for paying an additional $14.50 for two-day 
delivery (on business days only).

Since payments are posted directly to a beneficiary’s 
debit account, the beneficiary no longer needs to wait 
for a paper check to arrive in the mail before receiving 
access to benefits. Free notifications of account deposits 
are available for beneficiaries by calling the GDOL 
Interactive Voice Response System at 1-888-929-2460 
and selecting deposit notification. Beneficiaries can 
choose to receive notifications by text message or email. 
Before choosing to receive notifications by text message, 
beneficiaries should review their cellular phone plan to 
ensure additional fees are not charged by their phone 
carriers for receiving text messages.

The Way2Go debit card remains active for three years. 
If a beneficiary becomes ineligible for benefits, then 
he or she should keep the card for this period of time. 
If the beneficiary becomes eligible for Unemployment 
Insurance benefits again within three years, the same 
debit card is used to link to the benefit account. The 
beneficiary may be required to create a new PIN to 
associate with the debit card.Benefits of the Georgia Way2Go Debit Card

Replacing a Lost or Stolen Debit Card

balance. Beneficiaries can also visit bank teller windows 
to withdraw cash from their Unemployment Insurance 
accounts. To avoid additional fees, beneficiaries should 
only visit financial institutions that accept MasterCard cash 
withdrawals. If more cash than is available in the account is 
requested, then the cash withdrawal is denied but no fees 
are charged. When completing the transaction, a beneficiary 
may be asked to enter the PIN associated with the account 
and sign a receipt. 

No additional accounts or funds can be linked to the Way2Go 
debit card account. Only Unemployment Insurance benefits 
are deposited into the account. The debit card can be used 
for direct bill paying, but a 50-cent fee is associated with 
each transaction. To make a benefit deposit to a different 
bank account using the Interactive Voice Response System, 
a beneficiary is charged $1.50 per transfer. Beneficiaries 
should review the Go Program Fee Schedule and the 
Comerica Bank Terms of Use before using the debit card.

Cash back with purchases.

Deposit notifications (if requested).

Simple and free cash withdrawals from in-
network ATMs and financial institutions.

Free account balance inquiries at all ATMs and 
through the online portal.

Purchases using benefits where MasterCard is 
accepted.

https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/georgia_ui_debit_mastercard_fees.pdf
https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/georgia_ui_debit_mastercard_terms.pdf
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After applying for Unemployment Insurance benefits with 
the Georgia Department of Labor (GDOL), an applicant 
receives notification on whether he or she is eligible for 
benefits. An applicant may disagree with a denial decision 
made by the GDOL or may feel the decision was made based 
on erroneous facts or calculations. If a denied applicant 
feels the decision was wrongful or unjust, then he or she 
has the right to request an appeal. By requesting an appeal, 
the applicant is asking for the opportunity to present his or 
her evidence that the denial was made in error. To find out 
more about the common reasons an unemployment benefit 
applicant is denied benefits, how an applicant is notified of 
the GDOL’s decision and the appeals process, read through 
the following sections.

An applicant may also be denied unemployment benefits if he 
or she did not complete the application process thoroughly. 
Failure to complete an affidavit, show proper identification 
or provide non-citizen documentation may result in a denied 
application for benefits. If an applicant is denied benefits 
because of an incomplete application process, then he or she 
should gather the additional information or documentation 
needed and attempt to apply again.

Denial of Unemployment Insurance in 
Georgia

After completing the application process, an unemployment 
benefits applicant receives a notification and benefit 
determination from the GDOL within three weeks. If the 
applicant is denied benefits, then the notification offers the 
reasons for denial. There are many reasons an applicant 
may be denied benefits, including:

Once the application, documentation and information 
from the former employer is reviewed by the GDOL, the 
notification of the decision is mailed directly to the applicant. 
In some cases, an applicant may receive two notifications 
of determination from the GDOL that contradict each other. 
This can occur if the applicant meets certain qualifications 
of the program but does not meet all eligibility criteria. For 
example, if an applicant was laid off from his or her job due 
to lack of work but cannot search for new employment 
due to an upcoming vacation, then he or she may receive 
an approval notification and a denial notification from the 
GDOL. The notification of denial always prevails in these 
cases. If the reasons for denial change for the applicant, 
then he or she may consider re-applying to the program.

The GDOL uses information provided on the application and 
the information provided by the former employer to determine 
if the applicant qualifies for benefits or not. A denied applicant 
should only follow the appeals process if he or she disagrees 
with the reasons for denial provided by the GDOL.

Why Unemployment Insurance Claims Are Denied

Notification of Unemployment Insurance Denial

He or she did not earn enough wages in the 
base period or alternate base period

The applicant did not work enough hours in the 
base period or alternate base period

He or she voluntarily quit the job or was fired due 
to misconduct or poor work performance

The applicant is unavailable for work or unable 
to accept work

He or she is receiving severance pay from the 
former employer or Worker’s Compensation 
payments
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If you receive a denial of benefits and disagree with the 
decision, then you must file an appeal in writing within 15 
calendar days of receiving a denial notification. The denial 
notification outlines the steps for requesting an appeal. The 
written request for appeal must include:

The first level of appeals is filed with the Appeals Tribunal. 
In this level of appeals, administrative hearing officers 
hear the appeals and make decisions based on evidence 
provided. First-level hearings are usually conducted by 
phone. However, if you have just cause such as a disability 
or location issue, then you can request an in-person hearing. 
An in-person hearing is requested by phone, fax, email or 
mail, but may delay the date of the hearing. If you have 
specific availability issues, then it is recommended to 
contact the GDOL after filing the appeal to communicate 
your unavailable dates. 

After requesting an appeal, you will receive notification 
from the GDOL on the scheduled hearing date, time and 
method (by phone or in-person). The hearing notice also 
includes the name of the hearing officer, the issues that will 
be discussed and your responsibilities during the hearing. 
If you do not agree with the issues described or the wrong 
contact information is listed for you, then contact the GDOL 
immediately to correct the information. 

You may choose to request legal representation, but you 
are responsible for paying all fees associated with a hired 
lawyer. Begin gathering evidence including time cards, 

It can also be hand-delivered to a local GDOL career center 
or faxed to the GDOL Appeal Tribunal at 404-232-3901. If the 
15th calendar day falls on a Saturday, Sunday or observed 
legal holiday, then the next business day is your new 
deadline. The appeal file date is the date you hand-deliver 
the written appeal request to a local GDOL career center or 
the date it was mailed, which is verified by the United States 
Postal Service cancellation stamp. If the appeal request is 
not received by the GDOL within 15 days, then it may be 
dismissed for untimeliness without an appeal. Continue 
claiming benefits after sending an appeal request. If the 
denial is reversed but no benefit claims were filed, then the 
GDOL cannot award you benefits.

If you change your mind and want to withdraw your appeal, 
then you must send written notification explaining why you 
want the appeal withdrawn, your Social Security Number 
and the docket number, if applicable. The withdraw request 
can be mailed, faxed or emailed to appeals@gdol.ga.gov. 
There are two levels within the appeals process.

The written appeal request is mailed to:

Appealing an Unemployment Insurance Denial

First Level of Appeals

Details on the reason you disagree with the 
denial.

Your Social Security Number, name and contact 
information

The exact determination you are attempting to 
appeal.

Georgia Department of Labor
Appeals Tribunal

148 Andrew Young International Blvd. NE, Suite 525
Atlanta, GA 30303-1734

https://dol.georgia.gov/locations/career-center
appeals@gdol.ga.gov
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medical reports or warning notices. You can also collect video or audio recordings as evidence if they relate to your case. 
Witness testimony may also be gathered as evidence. You may request the court assist you in subpoenaing witnesses or other 
inaccessible documents you need for evidence, but the request must be filed at least three days before the scheduled hearing. 
During the hearing, the hearing officer will hear both sides, review all evidence and form a decision based on the cases presented. 
The hearing officer mails a written decision that summarizes the case, the laws and the decision he or she has made. If the 
hearing officer upholds the denial of benefits and you wish to pursue further action, then you can file a second level appeal within 
15 calendar days of receiving notification of the decision.

On the written notice of decision sent by the administrative hearing officer, you will find the address and instructions to request a 
second-level appeal. You must send written notice confirming your request for a second-level appeal. The administrative hearing 
officer’s decision is analyzed by a Board of Review if you pursue a second appeal. You may be allowed to offer an additional 
written or oral argument to the Board of Review if you request to present an argument within 10 days of the hearing. However, 
new evidence is not accepted by the Board of Review.

After reviewing your oral or written arguments (if applicable), the analysis of the administrative hearing officer and the evidence 
presented by both parties in the first appeals hearing, the Board of Review decides whether the denial of benefits should stand. 
The decision is mailed to both parties involved and becomes final within 15 calendar days if no reconsideration is requested.

Second Level of Appeals
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The maximum number of weeks an Unemployment Insurance beneficiary can receive benefits from the Georgia Department 
of Labor (GDOL) ranges from 14 to 20 weeks. The specific number of weeks benefits are offered depends on the beneficiary’s 
continuous eligibility, maximum benefit amount and wages earned. Beneficiaries who have exhausted their regular Unemployment 
Insurance benefits can sometimes apply for extended benefits if programs are active in the state. Extended benefit programs 
become active when the unemployment rate in Georgia increases drastically. Georgia’s current unemployment rate does not 
qualify the state for federal funding to implement extended benefit programs. However, potential Unemployment Insurance 
beneficiaries should still learn about previous programs, including the application process and the benefits offered through these 
past extensions.

Unemployment Insurance Extensions in Georgia

When a state or national unemployment rate becomes drastically high, the United States Department of Labor may choose to 
implement Unemployment Insurance extension programs throughout the nation or in the affected states. These extension programs 
offer unemployment benefits to qualifying applicants after they have exhausted regular unemployment benefits and reached their 
maximum number of benefit weeks or maximum benefit amount. The purpose of the extension programs is to continue providing 
financial assistance to unemployed residents who are currently seeking work and available for employment. A high unemployment 
rate may be the result of not having jobs available, which makes finding gainful employment hard for unemployed residents. Benefit 
extensions continue to motivate unemployed beneficiaries to meet the program’s guidelines, continue pursuing employment and 
make valid work-search contacts each week. With a seasonally adjusted unemployment rate at only 4.3 percent in November 2017, 
there are currently no available Unemployment Insurance program extensions available in Georgia.

What are Unemployment Insurance extensions?
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Before attempting to apply for benefit extension programs 
available in Georgia, a beneficiary must first exhaust his or 
her regular unemployment benefits. If a beneficiary no longer 
meets the eligibility criteria of the regular Unemployment 
Insurance program and does not qualify for benefits, then he 
or she cannot apply for the benefit extension program. 

Some extended benefit programs require an applicant to 
meet additional eligibility criteria before benefits are issued. 
When applying for an extension program, a beneficiary may 
need to prove that he or she has worked a certain number 
of weeks or earned a specific amount of wages in his or her 
base period. Calculations for the benefits issued each week 
and the maximum duration of extended benefits available 
may also vary for beneficiaries. These calculations depend on 
the amount of extended benefits available to Georgia at the 
time of program inception and the information an applicant 
provides to the GDOL. The weekly benefit amount, maximum 
benefit amount and maximum benefit duration are all taken 
into consideration when calculating the maximum extended 
benefits available for a beneficiary. 

While there are currently no extension programs available in 
Georgia, the GDOL is the point of contact when attempting to 
apply for these programs. A current regular Unemployment 
Insurance beneficiary who is nearing exhaustion of benefits 
will receive notification in the mail from the GDOL if a benefit 
extension program is active and potentially available. The 
application process and eligibility requirements are provided 
on the notification and the beneficiary must complete the 
application process in a timely manner for consideration 
of benefit extension. If a beneficiary does not respond to a 
notification sent, then Unemployment Insurance benefits will 
cease after exhaustion.

out for beneficiaries and all benefit payments ceased upon 
expiration of the program. These two extended benefit 
programs will only become active again and available 
to eligible Unemployment Insurance beneficiaries if the 
unemployment rate in Georgia increases drastically. 

Applying for Unemployment Insurance Extensions

The State Extended Benefits (SEB) program is a state-
implemented Unemployment Insurance benefit extension 
program that became unavailable to Georgia residents 
on January 12, 2014. The Emergency Unemployment 
Compensation (EUC) is a federally funded Unemployment 
Insurance benefit extension program that expired for all U.S. 
beneficiaries who exhausted regular benefits on or after 
December 21, 2013. The extension benefits were not phased 

Past Unemployment Extension Programs

https://dol.georgia.gov/locations/career-center
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The United States Department of Labor created the EUC on June 30, 2008 to assist unemployment beneficiaries who exhausted 
regular state benefits. Administration of the program was modified several times since its inception. Notably, the American Taxpayer 
Relief Act of 2012 extended the expiration date of the EUC to January 1, 2014. Currently, the EUC has not been activated again. 

When the EUC was active, the first week the benefits were available was the week ending on July 12, 2008. Beneficiaries qualified 
for this program if no other extended benefit programs were being pursued and no compensation was being issued. To qualify 
for EUC benefits, applicants also could not have been receiving compensation under Canada’s unemployment compensation 
law. EUC benefits were available to beneficiaries who had completely exhausted regular Unemployment Insurance benefits in 
Georgia and could prove they worked at least 20 weeks or earned the equivalent in wages within their base periods. The benefit 
extensions through the EUC program were issued to eligible applicants on tiered levels as follows:

The Emergency Unemployment Compensation (EUC) Benefit Extension Program

Tier 1

Up to 14 weeks of extended benefits in each state that qualified

Tier 2

Up to 14 weeks of extended benefits if the state’s 3-month seasonal adjusted unemployment rate 
was at least 6 percent

Tier 3

Up to nine weeks of extended benefits if the state’s 3-month seasonal adjusted unemployment rate 
was at least 7 percent

Tier 4

Up to 10 weeks of extended benefits if the state’s 3-month seasonal adjusted unemployment rate 
was at least 9 percent
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If an Unemployment Insurance beneficiary exhausts his or her regular benefits and a Georgia SEB program is active, then he 
or she may apply to receive extended benefits. The program is only activated when Georgia’s unemployment rate increases 
drastically and may offer a maximum of 13 additional weeks of benefits to applicants who qualify. In Georgia, the maximum 
benefit amount through the SEB provided to approved applicants was either 80 percent of the total benefits issued with the 
beneficiary’s last regular benefit claim at the same weekly payment rate or 20 times the weekly benefit amount, whichever 
figure is less. The number of weeks a beneficiary qualifies for extended benefits depends on his or her continuing eligibility, 
wages or compensation earned and the maximum benefit amount available.

When completing an online SEB application, an applicant must answer the question, “Do you have a guarantee to start a 
job within 30 days from the date of this application?” If the applicant answers “yes,” then he or she is classified as a “good 
prospect” and must meet the same work search requirements that are set for the regular unemployment program. If the 
applicant answers “no,” then he or she is classified as a “not good prospect” and must meet additional mandatory work 
search requirements to receive SEB benefits. These beneficiaries must apply for and accept any jobs within their capabilities 
that offer more than the weekly benefit amounts through SEB and pay more than the current minimum wage. To meet these 
requirements and continue receiving SEB benefits, a beneficiary may need to accept job offers outside of his or her regular 
occupation and industry. The beneficiary can re-classify as a “good prospect” once a valid employment offer that is set to 
begin within four weeks is submitted to the GDOL. There are currently no SEB programs available in Georgia and current 
Unemployment Insurance beneficiaries will receive notifications if an SEB is activated.

The State Extended Benefits (SEB) Program
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Georgia ex-service members and federal civilian employees 
who are no longer employed or have experienced a drastic 
reduction in working hours may qualify for Unemployment 
Insurance benefits from the Georgia Department of Labor 
(GDOL). There are specific unemployment benefit programs 
available to unemployed residents within these categories 
since the programs are funded differently than the regular 
Unemployment Insurance program. Employers usually pay 
a tax on their worker’s wages to fund the Unemployment 
Insurance program. However, federal agencies and the 
military are not charged a tax on the wages they provide 
to employees. Therefore, the Unemployment Insurance 
benefits offered to ex-service members and federal 
civilian employees are sourced differently and may include 
additional benefits and eligibility requirements. To learn 
about claiming unemployment benefits as an ex-service 
member or former federal civilian employee, review the 
information provided below.

work search contacts and file weekly claims to continue 
receiving benefits.  

In addition to financial benefits, the UCX Program also 
offers ex-service members additional job seeking and 
employment searching skills assistance. Through the 
GDOL website, veterans can obtain assistance that may 
include direct job referrals, job search workshops, resume 
editing and more.

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

Unemployment Insurance benefits for ex-service members 
is funded by many branches of the military or the National 
Oceanographic and Atmospheric Administration (NOAA). 
The Unemployment Compensation for Ex-Service Members 
(UCX) program provides benefits for eligible ex-service 
members of the United States military, including all branches 
and former members of the NOAA.

To qualify for unemployment benefits through the UCX 
program, an applicant must complete the application 
process and meet all eligibility requirements for the 
Unemployment Insurance program. This includes proving 
the minimum number of hours worked and wages earned in 
the base period or alternate base period. Additionally, an ex-
service member must prove that he or she provided active 
service and completed a contracted first full term with a 
discharge or release in one of the following United States 
Armed Forces:

To qualify as an ex-service member for the UCX program, 
an applicant may also have served in the Commissioned 
Corps of NOAA, performed full-time active duty in the Army 

The UCX program offers unemployment benefits to ex-
service members like regular Unemployment Insurance 
program for residents who are no longer employed by a 
private employer. The benefits are calculated the same 
way they are for other applicants and the GDOL uses 
the applicant’s wages earned and hours worked in the 
base period to calculate the maximum benefit amount, 
maximum benefit duration and weekly benefit amount. 
Ex-service members who qualify for the program are 
required to maintain eligibility, perform mandatory weekly 

The Unemployment Compensation for Ex-Service 
Members (UCX) Program

Eligibility Requirements for the UCX Program

Benefits Offered Through the UCX Program

Air Force

Army

Coast Guard

Marine Corps

Navy

https://dol.georgia.gov/find-veteran-assistance-and-information
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or Air National Guard or completed duty in a reserve of 
the Armed Forces for at least 90 days. For UCX program 
eligibility, the ex-service member must also prove he or she 
was dismissed from the military or other station honorably 
if a full term was not served. The potential applicant must 
also be able, available and actively seeking work and willing 
to meet the program’s work search guidelines each week to 
receive benefits.

history, including hours worked and wages earned in the 
base period, to determine the weekly benefit amount and 
duration of benefits available. Former federal employees 
receiving unemployment benefits are expected to maintain 
eligibility with the program, meet all work-search contact 
requirements and report any earned wages. If program 
beneficiaries do not file weekly benefit claims, then they 
may forfeit benefits.

When applying to receive benefits through the UCX 
program, an applicant must complete the application 
with the GDOL, offer acceptable government-issued 
photo identification, complete the mandatory affidavit and 
present non-citizen documents, if applicable. To prove 
he or she is an ex-service member, the applicant must 
also present the GDOL with “orders of release,” “orders to 
report,” a military earnings and leave statement, W-2 forms 
from the most recent military service or a recent DD214 
Member 4. The GDOL will communicate with the Federal 
Claims Control Center (FCCC) to verify service, wages and 
details of service. Ex-service members who are filing their 
first Unemployment Insurance claim and no longer live in 
Georgia can contact their local State Workforce Agencies 
for assistance completing the application process).

Applying to the UCX Program

The Unemployment Compensation for Federal Employees 
program offers financial assistance through unemployment 
benefits to former civilian federal employees and is 
administered by each state. Unemployment compensation 
funding is provided by the various federal agencies. Former 
federal employees who feel they may be eligible for the 
Unemployment Compensation for Federal Employees 
program should apply in the state in which they last worked 
for a federal agency.

An eligible applicant for the Unemployment Compensation 
for Federal Employees program receives the same 
unemployment benefits that are available through the 
regular program. The GDOL analyzes the applicant’s work 

To be considered a former federal employee, an 
unemployment benefit applicant must prove he or she was 
employed by one of the following:

Additional federal or state agencies and departments may 
also qualify the applicant as a former federal employee, 
including an administration job with Congress or employment 
through the National Credit Union Administration (NCUA). 
Like the regular Unemployment Insurance program, former 
federal employees must provide information on their last 
two years of wages and employment to verify enough hours 
were worked and wages were earned to qualify for benefits. 
To qualify for benefits, the reason for separation must be 
through no fault of the applicant’s and cannot be voluntary.

The Unemployment Compensation for Federal Employees 
Program

Benefits Provided Through Unemployment Compensation 
for Federal Employees Program

Eligibility Requirements for the Unemployment 
Compensation for Federal Employees Program

Department of Agriculture

Department of Commerce

Department of Defense, Inferior or Justice

Department of Health and Human Services

Department of Transportation
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There are strict guidelines and calculations for the maximum 
benefit amount and weekly benefit payment under the DUA 
program. Since the DUA program is federally funded, the GDOL 

Disaster Unemployment Assistance Benefits

The application process for unemployment benefits for 
a former federal employee is the same as the regular 
Unemployment Insurance program. It may be completed in-
person, by mail and, in most cases, online through the GDOL 
website. However, if a potential applicant has not earned 
wages in Georgia within the past two years, then he or she 
may need to visit a local GDOL career center for assistance in 
applying. In addition to application completion, presentation 
of citizenship documents and acceptable identification, 
former federal employees must also present a SF-50 
form or SF-8 form and paycheck stubs from their former 
federal employer. These additional forms and stubs must 
be presented to the GDOL when applying if the applicant 
worked for the federal agency within the past two years.

must not only adhere to its guidelines for calculating benefit 
payments, but also the federal government’s guidelines. 
When it is determined that an applicant meets all program 
eligibility criteria, his or her wages earned and hours worked 
in the base period are analyzed to determine the amount of 
benefits allotted each week. The benefits are issued directly 
to the individual and can be used for any needs he or she has, 
including housing costs, groceries or clothing. 

Benefits are only available to eligible applicants during 
the Disaster Assistance Period (DAP). During the DAP, the 
beneficiary can file a weekly claim to receive his or her allotted 
weekly benefits. The DAP starts on the first day of the week 
that follows the declaration of the major disaster. The DAP 
may continue for as long as the claimant remains eligible for 
benefits, but no longer than 26 weeks after the major disaster 
was declared by the president of the United States.

The weekly benefit amount and maximum benefit amount are 
calculated by the GDOL after a claim is filed using the same 
formulas for regular Unemployment Insurance beneficiaries. 

However, when issuing DUA benefit payments, the 
minimum amount of benefits issued weekly cannot 
be lower than half the average weekly benefit payment 
made in Georgia at the time. For example, if the average 
Unemployment Insurance claim pays out a weekly benefit 
amount of $210, then the minimum DUA weekly benefit 
payment cannot be lower than $105.

Applying to the Unemployment Compensation for Federal 
Employees Program

Georgia residents who are unemployed or underemployed 
due to the aftermath of a presidentially declared major 
disaster may qualify to receive Disaster Unemployment 
Assistance (DUA). DUA benefits are financial compensation 
payments to assist eligible applicants who do not qualify 
for regular Unemployment Insurance. Before benefits are 
issued to applicants, the Georgia Department of Labor 
(GDOL) reviews the application to learn about why the 
unemployment occurred and to confirm the applicant 
cannot receive regular unemployment benefits. While 
the DUA program in Georgia is operated similarly to the 
Unemployment Insurance program, there are additional 
eligibility criteria that must be met before an applicant can 
begin receiving benefits. Georgia residents should review 
how DUA benefits are issued in the case of a major-disaster 
declaration. To find out more about the benefits offered 
through the program, the eligibility criteria that must be 
met and the application process, review the information 
provided below.

Disaster Unemployment Assistance in 
Georgia

https://www.dol.state.ga.us/WS4-MW5/cics.jsp?TRANSID=UCI1&FRMNAME=UCI1S
https://www.dol.state.ga.us/WS4-MW5/cics.jsp?TRANSID=UCI1&FRMNAME=UCI1S
https://dol.georgia.gov/locations/career-center
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For approval to receive DUA benefits, an applicant must 
meet the program’s eligibility guidelines. Similar to the 
Unemployment Insurance program, applicants must prove 
they are unemployed or underemployed but were receiving 
wages or self-employed before the major disaster occurred. 
Additionally, applicants must prove they are unable to qualify 
for regular Unemployment Insurance benefits through the 
state or they have exhausted regular unemployment benefits. 
Usually, residents cannot qualify for Unemployment Insurance 
if they are self-employed business owners, commissioned-
paid employees, loggers or farmers. To receive DUA 
benefits, an applicant must also prove the unemployment 
or underemployment is directly related to the major disaster. 
Farmers and loggers commonly qualify for DUA benefits if 
their land is compromised due to the major disaster and they 
are unable to earn regular wages while recovering.

The DUA program is not always in effect and available to 
Georgia residents. For the DUA program to activate, the 
president must declare a major disaster in the local area or 
throughout the nation. A major disaster is declared when 
communities need governmental assistance to survive 
after an event occurred. Most presidentially declared major 
disasters are weather-related and may include hurricanes, 
tornadoes, straight-line winds, flooding and severe storms.

To qualify for DUA benefits, an applicant must prove he or 
she lives, works or was scheduled to work in an area affected 
by the major disaster. DUA program applicants must prove 
to the GDOL representative that the major disaster is the 
reason they have become unemployed or underemployed. 
The directly correlated reasons may include:

Disaster Unemployment Assistance Eligibility

The place of work or the job is no longer 
inhabitable

The major disaster has caused injury to the 
applicant and he or she can no longer work

The place of work has been damaged by the 
major disaster

The applicant can no longer reach the workplace

If a head of household or household provider passed away 
due to a major disaster, the new head of household may also 
qualify for DUA benefits while seeking full-time employment.
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When a major disaster is declared in the area, Georgia residents receive an announcement from the federal government and 
instructions on filing a DUA claim. Georgia residents who are unsure if a major disaster has been declared by the president can 
contact the local GDOL career center or the DUA program hotline at 1-877-872-5627. Potential DUA beneficiaries can apply to 
the program in person at a local GDOL career center. The application process must be started by a potential applicant within 
30 days of the declaration of a major disaster. 

Georgia residents who have fled to another state after the major disaster can call the GDOL to begin the claims process. A 
GDOL representative may offer a potential applicant the mailing address or email address to complete the DUA claim. An 
Unemployment Insurance application must be completed by the applicant to begin the process. The application asks about 
the applicant’s past wages earned, hours worked and occupation. Additionally, the GDOL representative will ask the applicant 
to provide further details about how the major disaster has affected his or her ability to work. The GDOL representative will 
also confirm that the DUA applicant does not qualify for regular Unemployment Insurance benefits.  

When applying for the DUA program at a local career center, a potential applicant should also bring documents to prove all 
information asked on the application. Applicants who are residing in a different location following a major disaster may fax 
or mail documents to the GDOL career center. The documents requested may include recently submitted tax income returns, 
quarterly estimated tax return payments due or similar tax return documents. Since many DUA applicants are self-employed 
or commission-based employees, these documents prove the amount of wages earned within a base period. Using the 
previous income tax figures, GDOL representatives can confirm eligibility and calculate potential benefit payments. If full-time 
employment or additional wages are earned, then a DUA beneficiary must report earnings to the GDOL as soon as possible 
to prevent a benefit overpayment.

Applying for Disaster Unemployment Assistance

https://dol.georgia.gov/locations/career-center
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Unemployment Insurance applicants and beneficiaries 
who make false statements or withhold information from 
the Georgia Department of Labor (GDOL) are committing 
fraud. Unemployment Insurance fraud drains the resources 
and financial funds available to Georgia residents who are 
in need of assistance. When Unemployment Insurance 
fraud is committed, eligible and needy residents may miss 
out on the financial assistance they need to become self-
sufficient again. There are strict and severe consequences 
for beneficiaries and applicants who are found committing 
fraud. It is important for Georgia residents to learn more 
about how to identify potential Unemployment Insurance 
fraud and report their suspicions. Involved residents can 
help the GDOL to ensure correctly calculated unemployment 
benefits are reaching the proper candidates. To find out 
more about the types of Unemployment Insurance fraud 
committed, the penalties for committing fraud and how 
residents can report suspected fraud in Georgia, review the 
following sections.

Unemployment Insurance Fraud and 
Consequences in Georgia Fraud is committed when an Unemployment Insurance 

beneficiary or applicant accepts benefits from the GDOL 
under false pretenses or after providing untruthful 
information to the department. Fraud can occur when an 
applicant provides false statements on the application, 
withholds information or furnishes false information when 
he or she recertifies for benefits during a claim week. If a 
bystander suspects unemployment fraud, then he or she 
should report the beneficiary or applicant to the GDOL as 
soon as possible to prevent the issuance of undeserving 
benefits.

There are several ways a resident can commit fraud. Some 
of the most common types of Unemployment Insurance 
fraud include:

A beneficiary who refuses a job offer or turns down a job 
interview without informing the GDOL is also committing 
Unemployment Insurance fraud. If a beneficiary completed 
a job interview but failed a drug test after being offered 
employment, then he or she must inform the GDOL to 
prevent committing fraud. In some elaborate Unemployment 
Insurance fraud schemes, beneficiaries may collaborate 
with employers or former employers to fraudulently receive 

Types of Unemployment Insurance Fraud

Receiving cash for a job “under the table” and 
not reporting the wages earned.

Failing to report earnings made during the week 
when certifying for weekly benefits.

Continuing to receive benefits after 
incarceration.

Providing false information or failing to offer 
complete information to the GDOL.

Using another resident’s Social Security Number 
and identity to file an unemployment claim.
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Knowingly collecting unemployment benefits by providing 
false information to the GDOL or by withholding information 
is fraud and is against the law in the state of Georgia. 
Residents who commit Unemployment Insurance fraud 
face penalties from the GDOL and the government when 
they are investigated and found guilty of wrongdoing. Once 
the overpayment of benefits is calculated in a fraudulent 
case, the GDOL pursues full repayment of benefits from the 
fraudulent beneficiary. 

The Georgia Employment Security Law is active throughout 
the state and ensures that all fraudulent beneficiaries lose their 
rights to future unemployment benefit payments for up to 15 
months after being charged. The law also states that fraudulent 
beneficiaries are subject to additional fines and legal actions 
as ruled by the respective civil and criminal courts. 

The total amount of the benefit overpayment must be paid 
back to the GDOL after a recipient is found guilty of fraud. 
The GDOL or civil court also calculates and adds penalties 
and fees to the balance owed. An additional 15 percent of 
the benefit overpayment is added to the amount due to the 

benefits through the GDOL. In these cases, both the 
beneficiaries and the former employers are breaking the law.

Unemployment beneficiaries must be available for work, 
able to work and actively seeking work to claim benefits 
each week. Beneficiaries who are on vacation or indisposed 
and cannot complete work searches or must turn down 
employment opportunities are committing fraud if they do 
not communicate their inability to the GDOL. Additionally, 
Unemployment Insurance beneficiaries who obtain 
employment must inform the GDOL as soon as possible 
to stop benefit payments. Continuation of payments after 
full-time employment is unemployment fraud. Beneficiaries 
who are unsure about reporting wages or employment 
opportunities they turned down can contact the 
Unemployment Insurance Customer Service department 
to ask about specific situations. Beneficiaries living in the 
metro Atlanta area can contact the department by calling 
1-404-232-3001, and all other residents can call 1-877-
709-8185. The Unemployment Insurance customer service 
department is available by phone Monday through Friday, 
8 a.m. to 4:30 p.m., excluding nationally observed holidays.

GDOL. Additionally, one percent interest is added to benefit 
overpayments when paid back in monthly installations to the 
GDOL until the payment balance is satisfied. The fraudulent 
beneficiary is responsible for paying the entire amount back 
to the GDOL and waivers are not negotiated, no matter his or 
her financial situation. If a fraudulent beneficiary cannot pay 
back the benefit overpayment within a reasonable amount 
of time, then the GDOL may intercept his or her state and 
federal tax refunds to satisfy the debt due.

Penalties for Committing Unemployment Insurance Fraud



Georgia Employment Development and Education Assistance | 48

Georgia residents who suspect a beneficiary or applicant of 
committing Unemployment Insurance fraud should provide 
as much information as possible to the GDOL. Fraud reports 
can be completed by residents online, by phone or by mail. 

The online GDOL Fraud Reporting Form moves through a 
series of screens to allow the reporter to provide information 
on the fraud claim and potential fraudulent beneficiary. First, 
the reporter is required to choose the type of fraud he or 
she suspects is being committed. This may include failing 
to report the refusal of a job offer or interview, the failing 
of a pre-employment drug screening, identity theft or the 
failure to report wages earned properly. Once the type of 
fraud is submitted, the reporter navigates to a form that 
asks for the suspect’s information and a brief description 
of the potential fraud committed. The reporter should fill 
in as much information that he or she knows, including 
the contact information for the suspect. The reporter can 
choose to provide his or her own contact information to offer 
additional information to a GDOL representative. However, 
the reporter’s contact information is not mandatory and he 
or she may remain anonymous if desired.

To report potential fraud by phone, a reporter can call 1-404-
232-3440. The reporter should be prepared to provide the 
suspect’s information and a description of the suspected 
fraudulent activity. The reporter can choose to provide his 
or her contact information to potentially provide additional 
information at a later time.

Reporters can also choose to print and mail fraudulent 
claim forms to the GDOL if they suspect fraud is being 
committed. The type of form used depends on the type of 
fraud the reporter has witnessed or suspects. To download 
and print fraud claim forms, a reporter must have access 
to a PDF reading software, such as Adobe Acrobat Reader. 
Abuse of Unemployment Insurance benefits and general 
fraud is reported using the UI Suspected Fraud and Abuse 
Reporting Form. If a reporter suspects a beneficiary used 
another person’s identity to collect benefits, then he or she 
should download, print and submit the UI Suspected Fraud 
and Identity Theft Form. To report job-related fraud activity, 
such as refusing a job offer without notifying the GDOL or 

How to Report Suspected Unemployment Insurance 
Fraud 

failing a drug screening, a reporter should use the UI Job 
Refusal and Failed Pre-Employment Drug Screening Form. 
After completing the respective fraudulent claim form, a 
fraud reporter can mail the claim form to:

The completed form can also be faxed to the GDOL Integrity 
Unit at 1-404-232-3445. An investigation is conducted by 
the GDOL and if fraud is identified, then the GDOL and civil 
or criminal court system implement a payback schedule 
and additional consequences for the fraudulent beneficiary. 

Georgia Department of Labor
UI Integrity Unit; Suite 727

148 Andrew Young International Blvd
Atlanta, GA 30303-1732

https://www.dol.state.ga.us/public/uiben/fraud/reportType
https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/dol2914.pdf
https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/dol2914.pdf
https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/dol2915.pdf
https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/dol2915.pdf
https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/dol2916.pdf
https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/dol2916.pdf
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The Georgia Department of Labor (GDOL) asks for 
Unemployment Insurance beneficiaries to repay any overpaid 
benefits they received erroneously. An overpayment may 
occur due to a mistake made by the applicant or by the 
GDOL career center. When a mistake is made and the GDOL 
becomes aware that benefits were issued to an ineligible 
recipient or too many benefits were issued than were 
deserved by the beneficiary, the benefits must be paid back 
to the department. The GDOL creates terms and conditions 
for the repayment of overpaid benefits, which may be unique 
to the beneficiary’s situation and can vary depending on the 
reason the overpayment occurred. Potential Unemployment 
Insurance applicants and current beneficiaries should learn 
about overpayments and the process for paying back the 
GDOL because there are additional consequences for late 
or refused payments. To find out more about the types 
of benefit overpayments that can occur, how to pay back 
overpayments and potential consequences for not paying 
back an overpayment, read through the following information.

omitted facts or gave false information with the purpose of 
falsely qualifying for benefits or to receive additional benefits. 
If a beneficiary misrepresents him or herself to receive 
benefits, then fraud is also being committed. It is against 
the law to commit fraud and knowingly receive undeserving 
benefits from the GDOL. If a beneficiary is investigated and 
charged with committing fraud to receive an overpayment of 
Unemployment Insurance, then he or she is responsible for 
paying back the full amount of overpaid benefits. 

If it is determined that fraud was committed, then the 
beneficiary is also responsible for paying an extra 15 
percent of the overpayment back to the GDOL. This added 
fee is a consequence of providing untruthful statements or 
misleading the department. Each month that a payment is 
made by a beneficiary who committed fraud, an additional 
one percent interest is added. This is also a consequence of 
breaking the law and committing fraud.

Once a beneficiary is charged with Unemployment Insurance 
fraud, he or she is ineligible to receive future benefit payments, 
even if all program qualifications are met, for the rest of 
the calendar year in which the fraud was reported and for 
an additional year after that. The GDOL may also refer the 
fraudulent beneficiary’s case to a civil or criminal court. It may 
be ruled that the fraudulent beneficiary must pay additional 
fees or face additional consequences. The beneficiary is also 
responsible for all court filing fees and additional legal-related 
fees throughout the process.

How to Handle Unemployment Benefit 
Overpayments in Georgia

An Unemployment Insurance overpayment may occur if the 
GDOL career center uses an inaccurate formula to calculate 
the benefits available to an applicant. It can also occur if the 
office makes a mistake and processes the wrong payment for 
a beneficiary. If a benefit overpayment occurred because of 
an office mistake, then the GDOL notifies the beneficiary. The 
beneficiary is responsible for paying back the overpayment, 
which may be paid by forfeiting a portion of future benefits. 
The GDOL may also offer a beneficiary a payment plan if he 
or she cannot satisfy the overpayment in a lump sum.

A benefit overpayment may also occur if an applicant or 
beneficiary provides the wrong information to the GDOL 
or forgets to include specific information. When a benefit 
overpayment is the fault of the beneficiary, it can be 
considered a fraud or non-fraud overpayment.

An overpayment of Unemployment Insurance benefits is 
considered fraudulent if the applicant or beneficiary knowingly 

Types of Benefit Overpayments

Fraud Overpayment



Georgia Employment Development and Education Assistance | 50

Non-fraud payments occur when an applicant or beneficiary 
is unknowingly receiving benefits that are not entitled to him 
or her. If a beneficiary has disclosed truthful information 
about his or her wages, hours worked and other details 
but an overpayment still occurs, then it is considered a 
non-fraud overpayment. An applicant may also begin to 
receive benefits from the GDOL but upon further review, it 
may be decided that he or she is ineligible for benefits. This 
commonly occurs when a former employer disputes the 
reason for separation from the employee.

After it is determined that a non-fraud overpayment 
was issued, the beneficiary is required to pay back the 
overpayment to the GDOL. A non-fraudulent beneficiary 
who experienced an overpayment may attempt to have 
the overpayment waived if he or she can prove it was 
unintentional. A waiver must be filed by the beneficiary 
within 15 days of receiving a notice of overpayment by 
contacting the office that issued the notice by phone or in-
person. The GDOL will examine the request for a waiver and 
decide if the beneficiary has too much financial hardship 
to repay benefits, if there are currently no employment 
opportunity prospects to assist with the financial hardship 
and if the benefit overpayment was truly unintentional. There 
is no appeals process for a waiver decision. If the waiver is 
granted by the GDOL, then the beneficiary is not responsible 
for paying back the overpayment.

at a GDOL career center, by mail or online. To complete 
an online lump sum payment, the beneficiary must 
agree to an automatic withdrawal. He or she must have 
a U.S. bank account and provide the account number 
and routing number. The beneficiary must also have a 
valid email address to create an online account through 
the payment portal and receive an email confirmation 
that the payment was received. The notification also 
provides a deadline to make the payment. Beneficiaries 
should adhere to the deadline or they may face additional 
penalties.

The notification sent to a beneficiary who experienced 
a benefit overpayment outlines the ways to complete a 
lump sum payment. The payment can be made in-person 

In some cases, the GDOL offers a scheduled payment plan 
for a beneficiary to complete the repayment. Payments can 
be made in-person, by mail or online. Most beneficiaries 
use the online system to schedule the amount and date 
the benefit payments are taken out of their bank accounts. 
This is a preferred method because the GDOL automatically 
takes the monthly payments and the beneficiary does not 
need to remember to visit a GDOL career center or mail in 
payment each month. Only the amount authorized by the 
beneficiary is deducted on the date he or she chooses. It is 
important for online portal users to select a payment date 
that adheres to the deadlines presented in the overpayment 
notification. 

If a beneficiary refuses to repay an overpayment of benefits 
after receiving a notification from the GDOL, then he or she 
will face additional consequences. If the beneficiary has 
missed the deadline to begin repayment, then the GDOL 
will deduct 50 percent of his or her future benefits and 
apply them to the overpayment. The GDOL may also use 
this strategy if the overpayment occurred in another state 
and the resident has reapplied for unemployment benefits 
in Georgia. The GDOL may also intercept state or federal 
tax return refunds and apply them to the overpayment, 
even if a tax return was filed jointly. Additionally, the GDOL 
may pursue legal action through a civil or criminal court to 
refurnish the overpayment of benefits. Consequences of a 
trial may include garnished wages, liens against properties 
or criminal prosecution.

Non-Fraud Overpayment

Lump Sum Payment

Scheduled Payment Plan

Consequences for Not Paying Back Overpayments

When an overpayment occurs, the GDOL contacts the 
beneficiary or applicant to inform him or her that a payment 
must be made. If the overpayment was investigated and it is 
determined that the beneficiary committed fraud, then he or 
she may need to attend a hearing to learn about repayment 
and additional penalties. To repay the benefit overpayment, 
the GDOL may offer the beneficiary the choice to pay it in a 
lump sum or on a scheduled payment plan.

How to Pay Back Unemployment Insurance 
Overpayments

https://dol.georgia.gov/locations/career-center
https://www.dol.state.ga.us/public/uiben/opach/enroll
https://www.dol.state.ga.us/public/uiben/opach/enroll
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Sometimes, an applicant does not provide the GDOL with 
enough information on the reason for separation from a 
former employer. In these cases, the GDOL may send the 
former employer a request for additional information. If an 
employer receives a request for information from the GDOL, 
then he or she must respond and answer the questions or 
provide the information requested by the deadline listed. 
Detailed and thorough information that completely answers 
the questions and provides adequate information is 
appreciated by the GDOL. The employer’s responses to the 
request for information will help the GDOL to determine if the 
applicant qualifies for Unemployment Insurance benefits and 
may assist in calculations for the issuance of benefits.

If an employer receives a notification that a former 
employee has filed a claim for Unemployment Insurance, 
then the employer should review all details provided. The 
claim notification includes information on the former 
employee, including the reason for separation, wages 
earned, job duties claimed and the dates of employment. 
It is important for employers to compare all of the details 
provided on the notification with his or her employee file and 
other information saved about the employee. If any of the 
information provided by the applicant does not match up 
with the employer’s records, then a response to the GDOL 
is needed. If the information provided on the notification 
is correct and the employer agrees with the information 
provided to the GDOL by the applicant, then he or she does 
not need to respond to the notification.

When Employers Should Respond to Unemployment 
Insurance Claim Notifications

When an unemployed resident files for Unemployment 
Insurance benefits with the Georgia Department of Labor 
(GDOL), the former employer receives a Notice of Claim Filing 
and Request for Separation Information (DOL-1199FF). 
The notification includes details the unemployment benefit 
applicant stated in the application, such as the reason for 
separation. It is the employer’s duty to respond to this claim 
notification if he or she disagrees with any information 
provided by the former employee to the GDOL. Former 
employers are asked to respond in a timely manner and with 
specific details regarding the pieces of information they 
disagree with that were given to the GDOL by the applicant. 
A clear and detailed response from a former employer can 
assist the GDOL in ensuring only eligible applicants receive 
Unemployment Insurance benefits and that these benefits 
are calculated correctly. It is important for employers to 
review when they need to respond to claim notifications 
and the different communication methods available when 
responding to Unemployment Insurance claim notifications. 
To learn more about how employers should respond to 
claim notifications sent by the GDOL, read through the 
following information.

How Employers in Georgia Can 
Respond to Unemployment Insurance 
Claim Notices
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After a notice is received by an employer and information is 
requested by the GDOL, the employer usually has 10 calendar 
days to respond. The exact deadline for the employer’s 
response is provided on the notification. If the employer 
requires a thorough investigation that cannot be completed 
before the deadline, then he or she must contact the GDOL 
and inform the department that additional information will 
be sent at a later time. If the employer fails to respond within 
the timeframe provided, then he or she forfeits any credit for 
overpaid benefits to former employees. 

It is pertinent for an employer to respond to the notice if 
he or she disagrees with information provided. Claimants 
may assure former employers they are no longer pursuing 
claims or they will provide additional information to the 
GDOL. However, it is the employer’s responsibility to 
provide information and details on the separation and other 
employee information when prompted by a claim notice. 

When formulating a response, employers should review all 
information and records they have on the former employee 
in question. A response to the GDOL should not be formed 
without researching and reviewing the employee’s details 
and history with the employer first. If the employer disagrees 
with the reason for separation provided by the former 
employee, then he or she should also include evidence and 
documents that provide facts on the reason for separation. 
Although the employer may have provided a Notice of 
Separation to the former employee at the time of separation, 
he or she may still be asked to provide additional information 
proving the employee was separated for a reason other than 
lack of work. If the employer successfully responds to the 
claim with detailed information that disputes the applicant’s 
claim information and disqualifies the former employee 
from receiving Unemployment Insurance benefits, then 
the employer’s account is not charged. However, if an 
employer has failed to respond to requests for information 
from the GDOL on three separate occasions, then benefit 
overpayments will be charged to the employer’s account.

claim notices online. Employers can only respond to notices 
online if they already have a verified online user account with 
the SIDES system. Employers must have their FEIN number 
and GDOL account number available when registering for a 
SIDES online account. Employers who already have an online 
account will receive claim notifications through the SIDES 
E-response portal. The claim is associated with an access 
code and all responses to the claim or communication with 
the GDOL about the claim must be made using the access 
code. Employers can respond to these claims online for an 
immediate submission of information to the GDOL. If an 
employer did not receive a claim notification online through 
the SIDES system, then he or she needs to respond to the 
claim by mail or fax. Employers are encouraged to register 
for the SIDES system so future claims notification can be 
received and responded to electronically.

Responding to an Unemployment Insurance Claim Notice

SIDES E-response is the online system used by the GDOL 
to allow employers to respond to Unemployment Insurance 

Responding to an Unemployment Insurance Claim Notice 
Online

https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/dol800.pdf
https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/dol800.pdf
https://eresponse.gdol.ga.gov/sew/app/enroll?execution=e1s1
https://eresponse.gdol.ga.gov/sew/app/enroll?execution=e1s1
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If a paper claim notification is received by mail, then an 
employer must respond to it by fax or mail. To respond 
to the notification by mail, the employer must answer all 
questions thoroughly and mail the detailed responses and 
corresponding evidence to:

When a former employee files an Unemployment Insurance 
claim with the GDOL, the last eligible employer receives a 
notification of the claim. The employer has 10 calendar days 
to respond with additional information to dispute any details 
provided by the applicant. If the employer has attempted to 
dispute the information and provide details showing the 
ineligibility of the applicant but benefits are still issued, then 
he or she may file an appeal. Since the employer’s account 
is charged with the latest benefits claimed by the former 
employee, he or she should ensure the details of the claim 
are accurate and pursue an appeal if it needs to be disputed. 
If a former employee is granted Unemployment Insurance 
benefits but loses an appeal, then the benefits are repaid 
and the employer’s account is refurnished with the funds. 
An employer’s account is only reimbursed if the employer 
followed all appeal guidelines and provided the necessary 
information about the reason for separation or other 
requests by the GDOL in a timely manner.

The mailing date of the response is used by the GDOL 
to determine if the employer completed the notification 
response by the requested deadline. The employer may 
also fax his or her response and evidence to the Central 
Examining Unit at 1-404-656-2304 or 1-404-656-2482. The 
date and time of the fax receipt is noted by the GDOL to 
ensure the employer responded in a timely manner and 
before the given deadline.

Responding to an Unemployment Insurance Claim Notice 
by Mail or Fax

When an Employer Should File an Unemployment 
Insurance Appeal 

Georgia Department of Labor
Claims Administration
Central Examining Unit

P.O. Box 740052
Atlanta GA 30374

After the Georgia Department of Labor (GDOL) has 
reviewed an applicant’s claim for Unemployment Insurance 
benefits, he or she is either approved or denied benefits. 
The applicant and his or her former employer has the right 
to file an appeal of the decision if there is disagreement. 
Commonly, employers file appeals when former 
employees are approved for unemployment benefits but 
they feel the separation was due to misconduct or poor 
work performance. Employers may also file to dispute 
the employee’s dates of employment or wages earned. 
Employers who have received notifications that former 
employees filed for Unemployment Insurance benefits 
should review the appeals process to learn how to dispute 
the information provided. To review potential situations 
when an employer may need to request an appeal, how 
an appeal is requested and the appeals procedure for an 
employer, read through the sections that follow.

How Employers in Georgia Can Appeal 
Unemployment Insurance Decisions
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If an employer disagrees with the separation reason 
and does not feel a former employee is eligible for 
Unemployment Insurance benefits, then he or she 
must file an appeal with the GDOL within 15 days of 
receiving notification of the claim. While employers 
may be tempted to gather evidence and investigate 
the former employee’s records before filing an appeal 
request, the appeal should be filed as soon as possible. 
If the employer misses the deadline to file an appeal, 
then he or she forfeits the opportunity to dispute the 
former employee’s eligibility for benefits. As soon as 
the appeal filing is complete, the employer should 
begin gathering the evidence to prove his or her case.

To file a request for an appeal, an employer should 
follow the steps provided on the claim notification sent 
when the employee filed to receive unemployment 
benefits. Appeals are requested in writing by mail, fax 
or online, and an employer should be prepared with 
the details and reasons he or she is seeking an appeal 
when filing. To file an appeal successfully, the employer 
must include:

How to Request an Unemployment Insurance Appeal as 
an Employer

Employers who are registered and successfully 
communicating with the GDOL through the SIDES online 
system can use the system to file an appeal. After logging 
in, the employer should choose the unemployment claim in 
the system and offer information on the reason for appeal. 
Employers may also mail an appeal request to:

When mailing a request, the employer should confirm the 
United States Postal Service cancellation stamp is used 
within 15 calendar days of receiving the claim notification 
to ensure timeliness. An appeals request can also be faxed 
to the Appeal Tribunal at 404-232-3901. To email an appeal 
request, an employer can include all information and send 
it to appeals@gdol.ga.gov. Most hearings are scheduled 
by phone, and if an in-person hearing is needed, then the 
employer should request it when filing an appeal. In-person 
hearings are granted or denied based on the location of both 
parties, complexity of issues in the case and other factors. If 
an in-person hearing is granted, then the date of the hearing 
may be far in advance due to availability and scheduling.

The information on the former employee and 
claim number from the notification.

The detailed reasons why he or she is appealing 
the benefits issued to the former employee.

Contact information for the employer, including 
the contact name and direct phone number.

Upcoming dates and times the employer knows 
he or she will be unavailable for a hearing.

Georgia Department of Labor

148 Andrew Young International Boulevard NE, 
Suite 525
UI Appeals Tribunal
Atlanta, GA 30303-1734

https://dol.georgia.gov/use-employer-separation-sides-e-response
https://dol.georgia.gov/use-employer-separation-sides-e-response
appeals@gdol.ga.gov
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Within three weeks of filing an appeal, the employer and 
former employee receive a Notice of Hearing from the 
Appeals Tribunal. This is the first level of appeals. The 
hearing notice indicates:

If the employer disagrees with the decision made by the 
Administrative Hearing Officer, then he or she may appeal 
to the Board of Review. This is the second level of appeals. 
The Board of Review does not accept new evidence or 
testimonies, unless the employer contacts the board within 
10 days of receiving the Administrative Hearing Officer’s 
decision and requests to appear. If granted, then he or she 
may explain the case without submitting new evidence. The 
former employee is offered the same opportunity. If the 
Board of Review feels new evidence must be submitted to 
make a reasonable decision in the case, then both parties 
are informed that they can gather additional evidence to 
present. After hearing both sides, the Board of Review mails 
a written decision to the parties to agree with the Appeals 
Tribunal decision, overturn it or modify the agreement.

If the employer still disagrees with the decision made in the 
second level of appeals, then he or she may file a petition 
with the Superior Court within 15 days of receiving the Board 
of Review’s ruling. This is the third and final level of appeals. 
If this request is not made within 15 calendar days, then the 
Board’s decision stands and is final. The judge conducts a 
hearing without the submission of new evidence. There is 
no jury and the Superior Court judge’s decision is final.

If the employer does not agree with the issues to be 
discussed or needs to update contact information, then the 
Appeals Tribunal should be called as soon as possible at 
1-404-232-3900. If the date and time of the hearing does 
not work for the employer, then he or she must request a 
postponement in writing.

When preparing for the hearing, an employer should gather 
all employment records including misconduct reports, time 
sheets or paycheck stubs. Witnesses can attend the hearing 
and audio or video recordings can also be submitted as 
evidence if they are credible. All evidence must be submitted 
to the Appeal Tribunal for review before the hearing. If the 
appeal eventually escalates to the second level, then no 
additional evidence can be submitted. The Administrative 
Hearing Officer listens to both sides and reviews evidence 
submitted. He or she mails a written decision to both parties 
confirming the issuance of benefits, denying the eligibility of 
the applicant or modifying the amount of benefits issued.

The Unemployment Insurance Appeals Procedure

The date and time of the hearing.

Whether it is conducted by phone or in-person.

The name of the hearing officer.

Specific issues to be decided upon during the 
hearing.

An outline of hearing participation and 
responsibilities.
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The Georgia Quick Start program is provided for free to 
eligible businesses through the Technical College System 
of Georgia. The college system includes 34 technical 
colleges with multiple campuses throughout the state and 
four university system colleges with technical divisions. 
The program has access to resources through the colleges 
and can offer training programs in classrooms, science 
labs or onsite at the location of the business. Program 
representatives discuss the most effective and convenient 
way to teach new employees before designing the program’s 
schedule, location and material covered.

Businesses that complete the application process for the 
Georgia Quick Start Program and are eligible to receive 
benefits will speak with program representatives about 
their needs. Program representatives dedicate the time 
and effort to research the company’s growth objectives, 
products, services and industry to completely understand 
how to initiate growth and expand employee knowledge. 
Program representatives then create a unique plan to assist 
the company with its employee training needs and training 
techniques for new employees. Sometimes, a business that 
qualifies for the Georgia Quick Start program simply needs 
assistance in enhancing or sharpening the skills of employees 
to increase productivity. Other businesses may need Quick 
Start representatives to assist in developing a training plan 
to teach employees additional skills so they can offer new 
products or services to customers and increase growth. Some 
businesses that apply for the Georgia Quick Start Program 

How Georgia Quick Start Training Plans Are Developed

The Georgia Quick Start program is a unique initiative 
for local companies to continue expansion and growth 
throughout the state. The Quick Start Program offers 
workforce training programs for free to companies that 
qualify. Expertly designed training programs enhance 
employees’ skillsets and assist companies in training 
newly hired employees to expedite the company’s growth 
and profitability. Nationwide, the Quick Start program 
has trained over one million employees in 6,500 projects. 
The Georgia Quick Start program was designed to entice 
companies to set up locations in the state and to offer 
assistance for local businesses that are considering 
taking on large projects, opening new locations and 
striving for other types of growth. The state implemented 
this successful program to incentivize the hiring of 
unemployed or underemployed residents through the 
creation of jobs. The Georgia Quick Start program is only 
available to businesses that successfully apply, identify 
its potential growth and the training needed and meet all 
program eligibility criteria. To find out more about how 
training plans are developed by Quick Start program 
representatives, which businesses qualify for benefits 
through the program and the application process, read 
through the following information.

may be establishing additional business locations and need 
assistance in training new employees efficiently and effectively.

After the training needs of the business are identified and 
clear objectives have been agreed upon, the Georgia Quick 
Start program representative use the Instructional Systems 
Design (ISD) to develop a training program for the business. 
The process involves implementing the training needs, 
designing program training materials to enhance the learning 
experience and delivering instructions to the employees. The 
training program that is developed also offers built-in feedback 
mechanisms that work to measure the effectiveness and 
improvement of employees attending the instructional 
gatherings. Georgia Quick Start program representatives can 
assist in any type of training program, no matter the industry. In 
the past, program representatives have implemented training 
programs to teach and enhance employees’ skills in:

Georgia Quick Start Program

Manufacturing plastic and metal products.

Customer service by phone and online.

Lab and science procedures.

Assembly of mechanical parts and processes.
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Businesses that are interested in applying for a free customized 
training program through the Georgia Quick Start program 
should first gather all information on their expansion, new 
location or project. This information should include:

Businesses can apply for Georgia Quick Start program benefits 
by gathering and organizing this detailed information. It can 
be emailed to Qualify@GeorgiaQuickStart.org, or businesses 
can speak with a representative at the Georgia Quick Start 
headquarters by calling 1-404-253-2800. After a business is 
examined either by email or phone, a Quick Start representative 
may schedule a meeting with the business owner to further 
discuss his or her training needs. The program headquarters 
are located at:

Additionally, the program has administrative offices in Augusta, 
Columbus, Savannah and Vidalia. When speaking with a 
representative, business owners should confirm the location 
of the interview before attending. If approved for the program, 
then Georgia Quick Start representatives work with business 
administrators to create an effective training plan. 

Before a company is approved to receive a free training program 
and implementation from the Georgia Quick Start program, 
the business’s growth projections and plan is analyzed. The 
Georgia Quick Start program was designed to lower the 
unemployment rate by encouraging companies to expand and 
create additional jobs throughout the state. If a business does 
not have a solid plan for growth, expansion and the creation 
of jobs, then it may not qualify for free assistance through the 
program. The only way to know if a business qualifies for the 
Georgia Quick Start program is for a company representative 
to apply and start an open conversation with a program 
representative about future plans. The business spokesperson 
who communicates with the Georgia Quick Start program 
representative should know intrinsic details about the industry, 
business and future plans for hiring, projects and expansion.

Businesses that have landed large projects within the area 
may also qualify for a free Georgia Quick Start training program 
for employees because it should be able to offer a hiring 
timeline that shows a significant number of potential new 
hires. When offering information on a new project, a company 
may be hesitant due to confidentiality. The Georgia Quick Start 
program representatives understand a business’s hesitation 
with offering too many details about a new project and simply 
ask businesses to share as much information as they are 
comfortable sharing. As long as the number of new hires, 
hiring timeline, industry sector, timetable for project milestones 
and job descriptions are shared during the application process, 
the program representatives can determine if the business 
qualifies for free benefits.

Applying to the Georgia Quick Start Program

Qualifying for the Georgia Quick Start Program

Growth goals, project information or new 
location details.

The number and type of jobs that will be created 
and when hiring will begin.

Processes, technology and products used by the 
company.

Additional company background information 
and strategies for growth.

Training needed for new employees, re-
education for current employees or new skills 
workers need to learn to assist with goals.

75 Fifth Street NW, Suite 400
Atlanta, Georgia 30308

Qualify@GeorgiaQuickStart.org
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In conjunction with Governor Deal, the Georgia Department 
of Labor (GDOL) launched several employment assistance 
campaigns in 2012 to assist veterans throughout the state. 
These programs are useful resources designed to help veterans 
coming back from active duty in creating a self-sustaining 
and financially independent career. Initiatives created by 
the GDOL and implemented for the assistance of veterans 
include employment-search training, access to resources and 
assistance with developing small businesses. The Operation: 
Workforce website is an online portal that makes it easy for 
veterans to review all the employment assistance programs 
available to them through many different state and Federal 
departments. To review how the Operation: Workforce website 
assists veterans seeking employment and the additional 
employment assistance programs in Georgia designed to help 
veterans, read through the information below.

Veteran Employment Assistance 
Programs in Georgia

The Operation: Workforce website is designed to assist 
veterans currently residing in Georgia. By creating an account 
on the website, a user is attesting that he or she has served 
in the U.S. military and is currently not on active duty. The 
Operation: Workforce website was implemented to assist with 
the transition from full-time military duty to a full-time civilian 
job. With its many resources and training guides, the website 
shows ex-service members the available opportunities for 
employment throughout the state and how to successfully 
retain suitable employment for financial independence. 
Veterans who create user accounts on the Operation: 
Workforce website can:

The Georgia Department of Economic Development’s 
Workforce Division along with leadership assistance from 
the State Workforce Development Board administer the 
website and consistently improve and update resources for 
veterans looking for employment opportunities. To create 
an online account and utilize the resources available, a 
veteran must create an online profile using his or her email 

Using the Operation: Workforce Website

Browse available job opportunities and apply on 
the website.

Locate veteran-friendly employers who are more 
likely to hire ex-service members.

Upload resumes to their personal profiles, 
making it easier for hiring employers to find 
them.

Locate veteran-friendly employers who are more 
likely to hire ex-service members.

Create personal user profiles so employers can 
get to know them as potential candidates.

https://www.operationworkforce.com
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address, creating a password to associate with the account 
and choosing two security questions and answers. Once 
completed, the online user can begin to answer questions 
to create a detailed personal profile that can be perused 
by potential employers if the user chooses to make it 
public. The veteran can also upload his or her resume and 
begin to review training documents on how to translate 
military-related skills into well-known civilian skillsets. The 
translation of these skills on a resume and in a cover letter 
allows employers to better understand a veteran’s abilities 
and experiences in civilian terms. Veterans can also find 
local veteran career centers if in-person career search help 
and an explanation of resources is needed.

In addition to being a job search website that caters 
to assisting veterans, Operation: Workforce also offers 
additional contacts and resources for veterans who are 
seeking work. The website can connect veterans to several 
Georgia government departments that implement different 
programs to assist users in gaining employment.

license may expedite the process for obtaining the license. If 
a veteran was employed in the military in the past 12 months 
in a role that included operating a military motor vehicle that 
is equivalent to the commercial vehicle he or she wishes 
to drive for employment, then the driving skills test may be 
skipped with the Department of Driver Services. By completing 
the Application For Military Skills Test Waiver, presenting 
identification and passing the written skills exam, the veteran 
may be eligible to skip the skills testing portion to obtain a CDL 
license in Georgia.

When exploring the Operation: Workforce website, veterans will 
find information on additional resources to assist in obtaining 
employment. Each program’s focus, including its eligibility 
criteria and benefits offered, should be reviewed by potential 
candidates when applying.

An explanation of the Veterans and Spousal Licensure Act 
is outlined on the Operation: Workforce website. This act 
expedites the licensure process for veterans who are hoping 
to enter the workforce in industries that are in-demand in the 
area. Veterans must complete applications for the specific 
licenses desired and submit them to the Georgia Secretary 
of State within 180 days of discharge and communicate their 
skills and abilities. The state department analyzes the veteran’s 
application, and if the skills match the license he or she is 
applying for, then no further steps are necessary for licensure 
approval. The program currently assists veterans who need 
the following licenses to obtain employment:

With the Troops to Trucks program, veterans who are 
interested in employment that warrants a commercial driver’s 

Through the Hire a Georgia Veteran campaign, local 
employers sign an agreement to cater their marketing efforts 
for job opportunities to veterans. While the companies 
do not guarantee they will hire only veterans for open job 
postings, they pledge their dedication to attempting to fill 
the positions with veterans and ex-service members. The 
campaign cannot be directly applied for by veterans, but 
these veteran-friendly employers are identified on the 
Operation: Workforce website. Website users can review 
a list of employers that are registered on the website and 
motivated to hire veterans for open job listings.

Georgia Veteran Employment Assistance Resources

The Veterans and Spousal Licensure Act

The Troops to Trucks Program

The Hire a Georgia Veteran Campaign

Utility Foreman

Journeyman Plumber

Residential-Light Commercial Contractor

Conditioned Air Contractor Class I

Electrical Contractor Class I

https://operationworkforce.com/
https://www.operationworkforce.com/resources/veterans
https://www.operationworkforce.com/resources/licensure_act/
http://sos.ga.gov
http://sos.ga.gov
https://operationworkforce.com/
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The Veteran Fast Launch Initiative is administered through 
the SCORE Foundation and targets veterans in Georgia 
who are focused on becoming entrepreneurs. With free 
software, blogs and webinars dedicated to teaching 
veterans the ins and outs of starting their own businesses. 
The initiative is designed to ensure users can quickly 
and seamlessly become entrepreneurs. After registering, 
veterans can find mentors, take workshops or browse 
other resources to assist them in creating their own 
profitable business.

The GA VECTR Center is focused on assisting veterans 
and their family members in transitioning to local 
universities, public schools, colleges and the Georgia 
workforce. The center is a not-for-profit organization 
that offers educational resources, career counseling and 
accelerated programs that teach skillsets needed to obtain 
employment in growing local industries. Veterans can learn 
how to take advantage of free educational resources by 
contacting the center at 1-833-448-3287 or info@gavectr.
org. The GA VECTR Center is open Monday through Friday, 
8 a.m. to 4:30 p.m. 

Boots to Business is a part of the Department of Defense’s 
Transition Assistance Program (TAP) and is run by the 
Small Business Administration (SBA). The program offers 
education and training on entrepreneurship for veterans 
interested in starting their own businesses after serving. 
The class curriculum covers:

Business counseling, mentoring and training are available 
to veterans through the VBOP, which is also administered by 
the Small Business Administration (SBA). Before counseling 
is available, veterans must register with the Veteran 
Business Outreach Center online and complete the Request 
for Counseling form. This online resource assists the user in 
identifying resources available through the center, including 
referrals to assist veterans when attempting to start their 
own businesses. The Georgia outreach center is located in 
the College of Business at Georgia Southern University. The 
Veteran Business Outreach Center’s physical address is:

To take classes, veterans must first create an online 
account with the SBA. After validating the account by email, 
the registered user can review the class schedule and 
choose to enroll in classes that are convenient for him or 
her. Detailed instructions on how to register for Boots to 
Business Program classes are available on the SBA website.

After registering, veterans can seek counseling and 
mentoring from entrepreneurial experts in person or online.

The Veteran Fast Launch Initiative

The GA VECTR Center

The Boots to Business Program

Veterans Business Outreach Program (VBOP)

Writing a business plan

Technical assistance

Options for creating start-up capital

Additional SBA resources available for veterans

Evaluating business concepts

58 East Main St. Suite D
Statesboro, GA 30458

https://www.score.org/content/veteran-entrepreneurs
info@gavectr.org
info@gavectr.org
https://sba-vboc.ecenterdirect.com/signup
https://sba-vboc.ecenterdirect.com/signup
https://sbavets.force.com/s/login/
https://sbavets.force.com/s/login/
https://sbavets.force.com/s/
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When you pay Social Security taxes, you earn credits toward 
your Social Security benefits. You must earn enough credits 
to qualify to receive benefits later. Currently, you must earn at 
least 40 credits to receive retirement benefits if you were born 
after 1929. Forty credits equal 10 years of work, and these 
credits do not have to be earned consecutively. If you stop 
working before you have earned 40 credits, then you will not 
earn any more credits during the years you are not paying 
Social Security taxes. However, when you go back to work, 
you will start earning credits again, which will be added to the 
total you earned before you took a break from working. 

Although 40 is the minimum number of credits to receive 
Social Security benefits, your benefit payment amount will 
be higher if you work more. Essentially, higher earnings 
over a lifetime equal higher benefits paid during retirement. 
The SSA provides statements to help you keep track of 
your potential retirement benefit. The easiest way to keep 
track of your Social Security credits is to create a my Social 
Security account online. If you are a worker 60 years of age 
or older without an online account, then the SSA will mail you 
a statement three months prior to your birthday each year. 
If you have questions about your eligibility or the number of 
credits you have earned, then call the SSA at 1-800-772-1213.

Eligibility for Retirement Benefits in Georgia

Nearly all of America’s workers utilize Social Security 
benefits as part of their retirement plan. Over 95 percent of 
workers are covered under Social Security, but many do not 
fully understand how the system works or what benefits 
are available. Knowing how much to expect from Social 
Security helps in retirement planning as well as knowing 
how to apply for it when the time comes. The amount of 
each person’s benefit depends on how many credits he 
or she paid into the system during the years worked. The 
claimant’s age at retirement also affects the monthly benefit 
payment amount. The Social Security Administration (SSA) 
manages Georgia residents’ benefits through a network of 
offices located throughout the state. Continue reading to 
learn more about your eligibility for Social Security benefits, 
how to apply for benefits and how participating in Social 
Security can improve your retirement years.

Social Security Retirement Benefits for 
Seniors in Georgia
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Choosing when to retire is a uniquely personal decision, 
with no standard answer. “Full retirement age” is the 
milestone when workers qualify for their entire Social 
Security retirement benefit amount. You may choose to 
retire before you reach your full retirement age, although 
doing so will mean accepting a reduced rate of benefits. 
Alternatively, you may also choose to keep working past 
your full retirement age and earn benefits at a higher rate. 
Workers who opt to continue earning credits past their full 
retirement age may delay receiving payments or collect 
benefits while working. 

For Social Security retirement purposes, you can retire as 
early as 62 years of age and collect a lower benefit amount. 
Workers born before 1938 reach full retirement age at 
65, while those born in 1960 or later reach full retirement 
age at 67. Workers born between those years have a full 
retirement age that is gradual depending on the year in 
which they were born.  

When deciding the age to begin retirement, you should 
take into account your health, how long you think you will 
receive benefits and whether anyone else in your family 
might be able to get benefits on your record. The SSA 
provides a helpful Retirement Estimator tool online to help 
you decide when is the best age to consider retiring. If you 
are concerned that your health may force you to retire early, 
then consider applying for Social Security disability benefits, 
which will be converted to retirement benefits when you 
reach full retirement age.

A big advantage to Social Security participation is reflected 
in benefits extended to your family members. If you pass 
away before reaching the age of retirement, then your widow 
or widower can receive spousal benefits based on your 
Social Security earnings. Additionally, spouses who have 
not worked enough to qualify for their own Social Security 
retirement can receive a spousal benefit. Dependent children 
can also qualify to receive benefits on their parent’s record, 
up to 18 years of age.

How Age Affects Social Security Retirement Benefits

As described above, the best retirement age is highly 
variable, but the timing can have a big impact on the total 
amount you receive from Social Security over time. Financial 
experts suggest that you will need 70 to 80 percent of 
your pre-retirement income to continue living comfortably 
after retirement. In most cases, Social Security retirement 
benefits only average 40 percent of your previous income. 
This is still a significant amount, and knowing how much 
you can expect to receive will help you know how much to 
plan ahead with other retirement savings, investments and 
pensions.

Advantages to Receiving Social Security Retirement 
Benefits
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The easiest way to apply for Social Security retirement 
benefits is to complete the online application process, which 
generally only takes 15 minutes as long as you have all 
relevant information on hand. For security reasons, all SSA 
online applications close after a set number of minutes, so 
collect the following documents and information before you 
open your online application. In addition to your full name, 
date of birth, place of birth and Social Security Number, you 
will need:

Whether you apply online, by phone or in person, you can 
easily check the status of your application by logging into 
your Social Security account online. Once the SSA has all 
of the necessary information and documents to process 
your application, it will make a decision and send you a 
letter by mail.

After gathering your documents, visit the Apply for Benefits page 
on the SSA’s website. You may save an incomplete application 
to finish later if needed. The SSA provides a helpful introductory 
video to help you get started with the online application process. 

If you do not have internet access or simply wish to apply for 
Social Security retirement benefits by phone or in person, you 
may do so. Call 1-800-772-1213 between 7 a.m. and 7 p.m. EST 
to set up an appointment at your nearest Georgia SSA office. 
Or, if you have all of the information above nearby, then tell the 
clerk that you wish to apply for your retirement benefits over the 
phone. 

How to Apply for Social Security Retirement Benefits in 
Georgia

Your spouse’s name, date of birth, Social 
Security Number, marriage date and place.

Military service dates, the branch of service and 
type of duty, if applicable

Direct deposit information for your domestic or 
international bank account.

Self-employment details including the business 
type and total net income for the current year 
and previous two years, if applicable.

The names and dates of birth for any children 
who are younger than 18 years of age and 
unmarried, 18 to 19 years of age and attending 
secondary school full time or became disabled 
prior to 22 years of age.
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Wrongful Termination
in Georgia

Employees in Georgia should know the rights they have in a relationship with an employer. If a former employee has been 
terminated, he or she should review the reasons for the termination to ensure they are legal. It is illegal to fire an employee 
based on religion, gender, age, race, ethnicity, nationality, disability or veteran status. Employees who have been solely terminated 
based on one of these characteristics have the right to pursue legal action against a former employer. Before filing a wrongful 
termination charge with the Equal Employment Opportunity Commission (EEOC), the terminated employee should review the 
process and the most effective methods for filing a claim. There are also legal reasons for termination, including poor work 
performance or a lack of work. Terminated employees should ensure the reasons for termination were illegal and wrongful 
before pursing a claim through the EEOC.

Georgia is an at-will employment state that allows the employee and employer to terminate their relationship at any time for any 
legal reason. Exceptions to the at-will employment law exist and are observed by many states throughout the country. Georgia 
residents should review these exceptions and learn if Georgia observes any exceptions to the law before pursuing legal action. 
To find out more about wrongful termination, at-will employment law exceptions and filing a wrongful termination charge with 
the EEOC, continue reading the following information.
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When a Georgia resident is terminated from employment, 
the employer must follow all state rules and regulations 
regarding the reason for termination. A legal reason for 
termination must be claimed on the Separation Notice 
provided to the terminated employee. If the terminated 
employee feels the reasons for termination were illegal, 
retaliatory or discriminatory, then he or she may choose 
to pursue legal action through the United States Equal 
Employment Opportunity Commission. It is important 
for Georgia employees to understand which reasons for 
terminations are legal and illegal. By learning more about 
employment laws in Georgia, terminated employees can 
better understand when to pursue wrongful termination 
claims. Review the information provided to find out more 
about illegal and legal reasons for termination in Georgia.

Employers who are inconsistent and terminate employees 
after only giving out a “first written warning” may face legal 
action from an employee who feels the termination was 
unfair. Employees should be aware of their responsibilities, 
duties and expectations that must be met to continue 
employment. If an employee does not meet these guidelines 
and the employer terminates him or her, then it is a legal 
reason for termination.

If misconduct was to blame for the termination, then the 
employer should have notes that show the times and dates 
the employee was reprimanded for his or her misconduct 
.If there is no reasonable warning given to an employee 
terminated based on misconduct, then the terminated 
employee may be able to pursue Unemployment Insurance 
benefits or claim wrongful termination. An employer can 
dispute this claim if he or she has kept detailed records 
of misconduct and disciplinary actions due to poor work 
performance.

Legal and Illegal Terminations in 
Georgia

If an employer claims a legal reason for termination and is 
able to provide evidence and records that this is the sole 
reason for separation, then terminated employees should 
not pursue additional legal action. The Georgia Department 
of Labor (GDOL) encourages all employers to question, “Will 
this termination be fair and proper under the circumstances?” 
before letting an employee go. The GDOL also advises 
employers to utilize a written termination checklist to ensure 
the full termination procedure is adequately followed. 
Legal terminations should be well documented by Georgia 
employers so they can prove the separation occurred for a 
valid reason that is lawful.

An employer who claims the termination of an employee 
occurred due to poor performance or misconduct must 
keep detailed records as proof. An employee who exhibits 
poor work performance should be provided with warnings 
and reprimands. Employers should keep notes and records 
of interactions with employees, including the strict work 
performance guidelines set for the employee and how 
they were discussed. The GDOL encourages all employers 
to implement a warnings procedure so all employees 
understand the process for warnings and what to expect. 

Legal Terminations in Georgia

Poor Work Performance

https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/dol800.pdf


Georgia Employment Development and Education Assistance | 66

If an employer completes a Separation Notice for a 
terminated employee and checks the box that states “Lack 
of Work”, then he or she has provided a legal reason for 
termination. Lack of work may include:

An employee cannot be terminated due to discrimination 
against his or her age, gender, nationality, ethnicity, color, 
race, religion, disability or veteran status. Age discrimination 
applies to employees who are 40 years of age and older. 
In addition to gender-based discrimination, additional rules 
set by the EEOC protect employees from illegal termination 

Since Georgia is an at-will employment state, either party 
can terminate the employer-employee relationship at any 
time for a legal reason or no reason. However, employers 
cannot claim an illegal reason for termination of an 
employee. An employer who does not provide a valid and 
legal reason for termination of an employee may be guilty 
of wrongful termination. 

If any of these situations occur, then it is possible that the 
employer must let go of several employees due to a lack of 
work. In some cases, employees who were terminated due 
to a lack of work will receive severance packages or may 
qualify for Unemployment Insurance.

based on sexual orientation or gender identity. These sex 
discrimination protection rules remain enforced by the 
EEOC, regardless of any state laws or regulations.

An employer cannot discriminate against a worker due to 
nationality or national origin, as long as he or she is able 
to provide legal citizenship documents. The Immigration 
Reform and Control Act of 1986 (IRCA) makes it illegal 
for employers to use this as a legal reason to terminate 
employees. “English-only” rules in the workplace are only 
legal when English must be used fluently for the safety, 
operation and productivity of the job.

An employee cannot legally be terminated based on his 
or her race or color. Discrimination against race, color or 
ethnicity is against the law and a terminated employee 
can pursue legal action if it occurs. All employer policies 
must be accommodating for all races and ethnicities, and 
an employee cannot be terminated if he or she is unable 
to follow a policy due to race, color or religion. Employees 
also cannot be terminated for refusal to participate in 
religious events or activities in the workplace.

A disabled employee must receive adequate 
accommodations to complete his or her job successfully. 
Additionally, an employer can only ask medical or disability-
related questions to a disabled employee when attempting 
to accommodate his or her needs. Termination due to a 
disability cannot occur if the employee is able to complete 
job duties satisfactorily. A veteran or ex-service member 
cannot be terminated from employment based solely on 
his or her service in the military.

Lack of Work

Discrimination

Illegal Terminations in Georgia

The elimination of an employee’s position or job 
within in a company.

The laying off of employees due to a lack of 
business.

The restructuring of the company or change of 
employee duties.

The closing of a business.
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Employers are forbidden from terminating an employee 
as an action of retaliation against his or her complaints or 
claims about the workplace, employer or fellow employees. 
Employers must investigate claims of sexual harassment, 
unsafe working conditions, safety hazards or questioning 
employer procedures fairly. If an employer terminates an 
employee who voices concerns over issues at the workplace, 
then the employee may seek legal action due to retaliation.

employer is free to terminate the working relationship for any 
legal reason. Illegal reasons for termination are still against 
the law, and employers who use these reasons to terminate 
employees may face legal consequences if action is pursued. 
An employer can terminate an employee without forewarning 
for a good reason or even a bad reason, as long as it is legal. 
Termination can occur at any time and may be effective 
immediately after an employer communicates the separation 
formally to the employee through a Separation Notice. 

If there is no written contract in place and an employee has 
not agreed in writing to a specific duration of work, he or she 
may also terminate the working relationship at any time. The 
at-will employment doctrine reflects a belief that employers 
and employees should have equal rights when it comes to 
terminating their working relationships. Therefore, with the 
at-will employment doctrine enforced in all states including 
Georgia, employees have the power to terminate a working 
relationship when it no longer suits them. Employees who 
terminate their employment with an employer do not need to 
provide reasons for ending the working relationship and do 
not need to have a just cause for quitting their jobs.

The Pregnancy Discrimination Act prohibits employers from 
terminating employees based solely on their pregnancy 
status, child birth or other related medical conditions. 
Employees must have the opportunity to perform work duties 
through pregnancy and after child birth. Additional medical 
conditions that do not affect job performance or attendance 
also cannot be used as legal reasons for termination.

The at-will employment doctrine is enacted in every state in 
the country. With at-will employment in place, an employee or 

Retaliation

Pregnancy

What is at-will employment?

“Employment at will,” also referred to as “at-will employment,” 
is a doctrine followed by all states in the nation. This 
doctrine allows employers and employees to terminate their 
relationships as they see fit, for good or bad reasons, as 
long as they are legal reasons. There are three exceptions 
to the at-will employment doctrine, and state governments 
decide whether or not to observe one, some or all of these 
exceptions. In Georgia, no exceptions are observed, so 
the at-will employment doctrine stands in all instances 
of termination or voluntary separation. Georgia residents 
should learn more about the at-will employment doctrine 
to understand their rights as an employee and whether 
a termination is legal or illegal. Finding out more about 
the at-will employment exceptions can also be helpful for 
employees so they can understand the exceptions that are 
not observed in Georgia. To learn more about the at-will 
employment doctrine, read through the following sections.

At-Will Employment and Exceptions in 
Georgia

https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/dol800.pdf
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There are three major exceptions to the at-will employment doctrine that are observed in certain states throughout the nation. 
The creation and observation of these exceptions began in the late 1950s. Employees and lawmakers began to realize how 
important employment was to a worker’s well-being, livelihood and lifestyle and felt it needed to be protected with exceptions 
to the doctrine. These exceptions prevent the termination of employees in certain defined situations to ensure employees 
have some sort of job security and fairness centered around their termination. Recent laws and regulations outline the unjust 
termination due to discrimination or retaliation, further preventing wrongful termination from occurring.

Three At-Will Employment Exceptions

Public Policy Exception

The Covenant of Good Faith Exception 

The Implied Contract Exception

The public policy exception is observed in 43 states, but it is not observed in Georgia. States that observe 
the public policy exception to at-will employment consider it a wrongful discharge if an employee is 
terminated by an employer for a reason that goes against a well-established, commonly known or 
explicit public policy of the state government. According to most states that observe the public policy 
exception, the “public policy” that must be observed by all employers may be found in state constitution 
statures or administrative rules set by the state government. Some states may expand this reach of 
public policies and broaden the interpretation of the exception. The public policy exception is the most 
widely observed exception to at-will employment in the country.

This exception is often referred to as the “covenant of good faith and fair dealings” exception because 
it states that employers must use good faith and fair dealings when determining their actions towards 
employees. This exception to at-will employment is meant to imply that employers must have a just 
cause for terminating their employees and must do all they can to make the treatment of employees, 
including their terminations, fair and just. Furthermore, terminations that were made wrongfully, unjustly, 
maliciously or in bad faith are illegal in states that observe the covenant of good faith exception. For 

If a state observes the implied contract exception, any implied contract that is created between an 
employer and employee must be observed. This can include a verbal agreement and does not need to 
be a written or executed contract. For example, an employer tells his or her employee that termination 
will not occur unless the worker’s performance suffers and he or she is providing inadequate service. 
However, the employer then terminates the employee even though his or her work performance remained 
satisfactory. If the implied contract exception is observed in the state, the employee may claim wrongful 
termination. While the agreement was not a written contract, it was implied by the employer. 

Employers who operate in a state that observes the implied contract exception are encouraged to 
review and edit employee handbooks. The written statements provided in these handbooks can be used 
against employers to prove a wrongful termination occurred. Employers who include disclaimers about 
“just termination” and other employee-related promises may allow themselves the right to follow the at-
will employment doctrine without consequence. However, any promises made to employees about job 
security, disciplinary procedures or other issues, whether verbal or written, must be adhered to if a state 
observes the implied contract exception. Currently, 38 states in the country observe the implied contract 
exception to at-will employment. Georgia does not recognize this exception.
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example, an employer who terminates an employee after years of employment to avoid paying his or her retirement benefits has 
violated the covenant of good faith exception. If the former employee pursues legal action against the employer and the state 
observes this exception, it may be used to claim a wrongful termination. Since this exception is often considered ambiguous and 
hard to interpret, only 11 states throughout the nation observe it as a valid exception to at-will employment. Georgia does not 
recognize the covenant of good faith exception.

If a terminated employee feels the termination occurred due to an illegal reason or due to discrimination, he or she can file a 
charge with the United States Equal Employment Opportunity Commission (EEOC). This federal department is responsible for 
upholding the rights of employees, including in cases of wrongful termination. If an employee decides to pursue legal action 
against his or her former employer, the terminated worker may want to sue the employer using the state’s court system. However, 
wrongful termination charges must first go through the EEOC before a terminated employee is given the right to sue a former 
employer. Terminated employees who feel they may have experienced a wrongful termination should review the procedure for 
filing a charge with the EEOC and the next steps in the process. To find out more about filing a wrongful termination charge, 
including the possible reasons a terminated employee may file a charge, continue reading below.

How to File a Wrongful Termination Discrimination Charge in Georgia
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A terminated employee should file a wrongful termination 
charge with the EEOC if he or she feels the termination was 
due to an illegal reason, such as discrimination or retaliation. 
A discriminatory wrongful termination occurs when an 
employer terminates an employee based on his or her:

termination was wrongful to ensure he or she has a valid 
case against the former employer.

A wrongful termination claim is also justified when an 
employer terminates an employee as a retaliatory action 
after he or she has filed a complaint against the employer, 
employees or the working environment. If an employee has 
made a formal complaint regarding sexual harassment, 
unsafe working conditions or unfair wages and he or she is 
terminated, the termination may be wrongful. The employee 
may consider filing a charge with the EEOC.

An effort must be made to accommodate a disabled 
employee so he or she can perform job duties. If no 
accommodations are made for a disabled employee and 
he or she is terminated, the employer may face a wrongful 
termination discrimination charge. Before attempting to 
file a charge, an employee should gather evidence that the 

When to File a Wrongful Termination Claim

 Age.

 Sex.

 Disability.

Race or color.

National origin.

Religion.

Genetic information.

Pregnancy. 
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handling. The claimant must sign into the online EEOC 
Public Portal and obtain instructions on mailing in claim 
information with this deadline approaching. 

If there is ample time to file a claim by mail, the claimant 
should write a letter to the EEOC that includes:

The letter must be signed by the claimant and mailed to 
either the Atlanta or Savannah District office. The claimant 
should mail the letter to the office that has jurisdiction 
over the employer, according to the location where the 
discrimination took place. You can enter a zip code here to 
find out which office has jurisdiction over the area.

The Atlanta District EEOC office mailing address is:

The claim can also be faxed to 404-562-6909. If the 
Savannah District EEOC office holds jurisdiction in the area, 
the claimant can mail the letter to:

The claim letter can also be faxed to 912-920-4484.

After discrimination occurs, a terminated employee 
must file a claim with the EEOC within 180 calendar days 
of the incident. If a state or local agency (such as the 
Georgia Department of Labor) enforces the same federal 
discrimination laws, the terminated employee may have 
up to 300 calendar days to file the wrongful termination 
discrimination claim. With an age discrimination case, 
the terminated employee may have 300 calendar days to 
report the incident, but only if the age discrimination law is 
upheld by both a state law and enforced by a state authority. 
Job applicants or federal employees who experience 
discrimination and want to file a claim generally only have 
45 calendar days after the incident to file with the EEOC. 
Terminated employees who are unsure about their exact 
deadlines for filing a claim can contact the local EEOC field 
office to inquire. A terminated employee can file a wrongful 
termination charge with the EEOC online, by mail, by fax or 
in person at a district office. 

To file a wrongful termination discrimination claim, a 
terminated employee must first create an account with the 
EEOC Public Portal. To access the portal, the user must turn 
off his or her computer’s pop-up blockers and cannot use 
the browser’s back buttons to navigate within the system. 
After signing in, the claimant must answer five questions 
to pre-screen and ensure the EEOC can assist. If confirmed, 
the claimant can submit an inquiry to the EEOC. The inquiry 
will ask for information about the wrongful termination, the 
discrimination being reported, the claimant’s information 
and the former employer’s information. Once an online 
inquiry is sent, the online claimant can schedule an interview 
with the EEOC office. When the interview is completed and it 
is determined the EEOC is the correct department to handle 
the wrongful termination claim, the terminated employee 
can log back into his or her online account and formally file 
an online charge.

If a terminated employee wishes to complete a claim by 
mail but has 60 calendar days or less before the deadline 
to file a charge, there are special instructions for expedited 

How to File a Wrongful Termination Charge

Filing Online

Filing by Mail or Fax

His or her name and contact information.

A description of the discrimination incident.

The type of discrimination that was 
encountered.

The name and contact information of the former 
employer and the number of employees working 
for the employer.

Sam Nunn Atlanta Federal Center

100 Alabama Street, SW, Suite 4R30
Atlanta, Georgia 30303

7391 Hodgson Memorial Drive, Suite 200
Savannah, GA 31406-2579

https://www.eeoc.gov/field/index.cfm
https://www.eeoc.gov/field/index.cfm
https://www.eeoc.gov/field/index.cfm
https://publicportal.eeoc.gov/portal/ShowForm.aspx?templateId=129
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To file a wrongful termination discrimination claim in person, the claimant should bring any evidence or employment documents 
to the respective office. Both the Atlanta and Savannah District EEOC offices are open Monday through Friday, 8:30 a.m. to 5 p.m. 
Walk-ins are only accepted at the Atlanta office Monday through Thursday, 8:30 a.m. to 3 p.m. Walk-ins are only accepted at the 
Savannah office on Monday and Wednesday, 8:30 a.m. to 3 p.m. All visitors must provide valid photo identification at the front desk 
upon entering. It is recommended that potential claimants schedule an appointment with the respective office by using the online 
portal before visiting. You can schedule an appointment by calling the office or using the EEOC Public Portal.

Claimants who have not already created an online account with the EEOC Public Portal should do so to check the status of their 
claims 24 hours a day, seven days a week. After a claim is filed, the EEOC informs the former employer about the claim so he or she 
can respond. An attempt at mediation between both parties is made through the department. If a voluntary settlement cannot be 
made through mediation, both the claimant and former employee are asked to provide a statement and explanation to the EEOC 
within 20 days of the request. This starts the investigation process, which usually takes approximately 10 months, depending on 
the complexity of the case.

After completion of the investigation, the EEOC creates a position statement, which is uploaded to the online portal. The claimant 
can view the statement by logging into his or her online account. Once the position statement is created, the claimant can then 
ask the EEOC for a Right to Sue notice through the online portal. With this notice in hand, the claimant has the right to file charges 
through the court system against the employer for wrongful termination discrimination.

Filing in Person

What to Expect After Filing a Charge

https://www.eeoc.gov/field/index.cfm
https://www.eeoc.gov/field/index.cfm
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Over the last few years Georgia has made strategic shifts in its development of the economy, utilizing strategies that would 
allow the state to recover from the recession. One of those development strategies included creating expansion projects in the 
transportation, manufacturing, construction, professional and business industries. Additionally, real estate was given support to 
allow bounce back from its disastrous 2007 burst. Georgia’s attention to logistics, tax incentives and lowered costs have allowed 
for growth in many industries that have changed Georgia’s economic standing in the country. Among the industries that have 
revolutionized the GA economy are aerospace, agribusiness, the arts, energy, automotive and financial businesses. All of these 
industries have exceeded the national average for economic growth. To learn more about the industries that are experiencing 
growth and are contributing to the economic revolution in the state of Georgia, review the following information.

Industries That Are Revolutionizing Georgia’s Economy

With Georgia’s proximity to space-launch accommodations, the state has had many large aerospace 
companies move their headquarters or open up manufacturing plants. Additionally, several major 
universities in the state cater expressly to the aerospace industry. One such university is Embry Riddle 
Aeronautical University. This industry takes advantage of the location of the state to lower production 
costs, to lower the costs of research and development and to move forward on any new emerging 
technologies in the space market.

Georgia supports many types of artists and organizations affiliated with the arts, from filmmakers to 
musicians. The creative industries bring nearly $62.5 billion into the state and employ over 200,000 
people. Many award-winning films have been filmed in the state, including Glory, Sweet Home Alabama 
and Forrest Gump. Georgia has the fourth largest entertainment industry in the U.S.

Leading the nation with its production of pulpwood and lumber by over 27 percent, coal by 33 percent, and 
renewable energy by six percent, the state’s economy realized approximately 35 billion dollars in 2013, and 
created tens of thousands of jobs in the Energy Industries. Georgia is ranked 15th in the U.S. for use and 
installation of solar energy.

Georgia has always had a strong agricultural base, but the growth in this industry has grown faster 
than the national average in recent years. The state offers a very robust agricultural infrastructure with 
tax breaks, grants for research and many venture capitalists offering support for agricultural products. 
These businesses often partner with the universities to fast track research and bring new innovative 
products and processes to the market. Georgia is well-known for its peanuts, cotton, peaches, Vidalia 
onions and blueberries, but now it adds soybeans, olive oil, artisan cheeses and wines to the collection.

Aerospace

The Arts

Energy

Agribusiness

http://www.georgia.org/wp-content/uploads/2013/09/Energy-Industry-in-Georgia.pdf
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Very few states can boast the number of automotive facilities like Georgia can. With approximately 250 
factories and offices employing almost 20,000 people, the automotive industry bolsters Georgia’s economy 
significant. Additional, at least 20 percent of the automobiles that are shipped out from the east coast 
leave from Georgia’s ports. Kia placed their main manufacturing plant in GA and other manufacturers 
have their operations in the state as well.

About 70 percent of all of the U.S. financial transactions will pass through Georgia at some point. This 
amounts to an approximate annual revenue of $72 billion dollars, which makes it third in the U.S. behind 
California and New York. At least 10 of the largest payment processing companies are based in Georgia. 
Projections indicate that this is going to continue to be one of the largest industries in Georgia, and it has 
already contributed to revolutionizing the state. 

While Georgia’s real estate industry is slowing recovering from the 2007 bubble burst, projections indicate 
that by 2028 Georgia will be well-positioned for baby boomers as they retire and look for retirement 
homes. Easing credit standards, increasing the appreciation on homes and the recovering economy were 
considered in this projection. Georgia has confidence that the real estate market will continue to contribute 
to the overall economic growth of the state.

Hospitality has become one of the most active and revolutionary industries in Georgia as of 2017. Most of 
the services cater to tourists and business travelers. Reports suggest that the revenue that will be realized 
per room is going to outpace the GDP (gross domestic product) of the state. More people are traveling 
into Georgia, staying longer and visiting often. This results in additional economic support for the state.

Due to the large number of prestigious universities in the state, innovation in the life sciences is impressive. 
From clinical trials to research to distribution, Georgia’s life science industry is booming. The industry is 
broken down into several categories within the industry, including health information technologies, medical 
devices, hematology and immunology, cold chain storage and health care companies. Today, more than 
400 life science companies as well as 225 health IT companies have offices in Georgia.

Automotive

Financial Institutions

Residential Real Estate Firms

Hospitality

Life Sciences
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College is one of the most expensive times in a person’s life. In order to help pay for the expenses, scholarships are offered to 
qualifying students. One of the reasons scholarships are so desirable and difficult to obtain is the fact that they offer sums of 
money that do not have to be paid back. Most, if not all, scholarships require an applicant to submit an essay on a predetermined 
topic and word count range. When competing for a scholarship, it is important to understand requirements and put in all the 
effort you can. However, when crafting an essay, there are a few pitfalls that even the most seasoned writer can fall into if he 
or she is not careful. Winning essays are those that avoid these common mistakes, and allow the writer’s personality to shine 
through. In order to create an essay that stands out to the judges, avoid these simple mistakes.

Mistakes to Avoid When Writing Your Scholarship Application Essays

It should not have to be said, but do not write a scholarship essay the day it is due. It takes time to create 
an essay that encompasses the writer’s personality. Start well ahead of the scheduled due date and 
write out every idea onto a piece of paper. Organize the essay from start to finish with plenty of bullet 
points to keep the outline neat and easy to read. It is often surprising how easy it is to start and finish 
an essay with the outline already created. Another big mistake to avoid is forgetting the prompt. Have 
the guidelines for the essay on a separate word document or sticky note to reference at different points 
during the essay. This will ensure you stay on task and do not forget the due date.

When a writer has finished the essay, he or she should take a break and then come back to read it once 
more. Do not just read the page silently. Instead, read it aloud a few times. There are many mistakes a 
writer can gloss over when reading silently and quickly. Often, writers who do not read their work aloud 
do not realize simple phrasing or grammar mistakes. Reading aloud makes a writer concentrate harder 
on the work at hand and slow the thinking process to catch simple errors.

Mistake One: Rushing an Essay 

Mistake Two: Never Re-reading the Essay 
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Unless stated otherwise, do not use informal language in a scholarship essay. Many of these essays 
are a chance to show off writing skills and prove that the writer deserves to be awarded the scholarship. 
A writer can sound uneducated if he or she uses very informal writing in an application essay. Avoid 
contractions and conversational or slang words. This does not mean that a writer should consult a 
thesaurus for every word. Instead, try subbing in some higher vocabulary throughout the essay to 
elevate the work quality.

It may be scary to ask someone to read your writing, but feedback is important. By incorporating a 
multitude of views, a writer can create something that is well-rounded and engaging. Everyone has 
different views on the same subject. In many cases, a fresh pair of eyes can suggest better ways to 
phrase a sentence, add new ideas that a writer had not thought about or point out grammar issues. 
Feedback is essential to creating an award-winning essay.

Writer’s block is one of the most annoying experiences to happen to a writer, and most of the time, it 
is due to the writer becoming too rigid in the writing process. If a writer still is having issues figuring 
out where to go with the essay, he or she should try writing it out of order. For instance, if you are 
stuck on the second paragraph, skip to the third and begin writing. This can allow you to connect your 
material to the previous paragraph. Just be sure to know which section in an essay goes where to avoid 
organization issues.

It may be tempting to try and get an essay done in one or two sittings, but you should avoid this approach. 
Forcing a task just ensures mediocre work and regret. Instead of sitting down in one or two sessions to 
write the entire essay, stretch it out to a few more days and just write a little bit at a time. If the frustration 
builds, take some time off and come back to it. Never attempt to write when frustrated, because it will 
show in the work.

It may seem strange, but placeholders are a great way to leave threads of thought and pick them up 
again later. Using placeholders is also important for writers who are writing an essay out of order. Putting 
a placeholder for a section or a thought in a paragraph ensures that a writer will not forget to go back 
and add the information. Another tip is to leave a section half-finished to come back to at a later date. 
Picking up on a thought that you already know how to finish will jumpstart the thinking process and 
make it easier to write the sections that follow. A good night’s sleep allows the brain to work over the 
topic uninterrupted by other sensory input. This can often solve writer’s block much faster.

Mistake Three: Ignoring Appropriate Language

Mistake Four: Not Asking for Feedback

Mistake Five: Thinking an Essay Has to Be Written in Order

Mistake Six: Not Taking Breaks

Mistake Seven: Not Using Placeholders
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Many students want to go on to get a master’s degree, 
but it can be very difficult. It is not just the classes that 
are challenging, but also actually finding the time and 
the money to pay for additional classes. The majority of 
students attending college are only able to afford college 
costs because they took out student loans. Once students 
graduate from a four-year college, they end up being in debt 
because of these loans. The last thing that students want to 
do is take out additional loans and then spend several more 
years in school accumulating more debt. Most students 
choose to get out of school and find a job to pay off debt, 
while possibly taking classes on the side.

However, attending classes while working a job is difficult, 
in no small part because of scheduling and having to 
physically visit the university. In recent years, a great 
alternative has come up through online degree programs. 
Online degree programs are a perfectly valid way to receive a 
master’s degree. For many students, it is significantly easier 
to schedule online versus physically attending classes. In 
addition, the costs for online classes are usually a little less 
than the cost of attending a physical class.

accreditation is whether credits can be transferred. While 
there are some legitimate reasons for why credits do not 
transfer, a common reason is the school does not have the 
necessary accreditation. 

Another possible red flag with online schools is if their 
financial aid department keeps pushing an aid package 
on the student, especially if the student has not even had 
a chance to ask about loans. Schools that are very pushy 
about private loans are also a problem. If the school seems 
more focused on the financial aid aspect, then it is likely that 
the school only cares about making money off the student 
as opposed to providing a good educational opportunity. 
Legitimate schools do not have to be so aggressive with 
student aid, since they are able to get students to sign up 
because of the quality of their programs.

Online Degree Programs to Consider 
for a Master’s Degree

There are a variety of online programs that students can 
attend. However, not all of these classes are necessarily 
reliable. One of the common criticisms about online classes 
is they are not legitimate when compared to classes from 
a physical university. This criticism mostly spawned from 
the earliest days of online courses being offered. Online 
programs are perfectly valid options, but just like when 
attending a physical university, there are some programs 
that students should avoid.

The very first thing that students should look for when 
considering an online course is whether or not the school is 
accredited. The majority of online schools list at least some 
sort of accreditation, but students are encouraged to do a 
little more investigating to ensure that the accreditation is 
up to date and is recognized by a valid party, such as the 
Council for Higher Education Accreditation or a group like the 
Department of Education. One possible red flag regarding 

What to Avoid From an Online Class  
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One of the most common recommendations to finding an 
online course is for students to treat the process exactly like 
they would with a physical university. Many students make 
the mistake of only looking at a few courses until they settle 
on the first one that seems legitimate. With how many online 
courses are available it would not make sense to go through 
each individual program, but students should at least build 
a list of possible programs instead of picking the first one.

When looking at the school, it is important to consider the 
schedule. Some online courses offer complete freedom with 
when students attend classes, while others have specific 
times that students are expected to login to the classes. The 
overall pace of the program is important to look at as well. 
Some courses are completed in as quickly as 10 weeks, 
but these quicker classes have very difficult workloads. 
Students that are managing a job on top of taking classes 
may easily be overwhelmed by these classes and would 
be better suited with a longer program that spreads the 
material out over several months. 

Another aspect of the schedule to consider is how many 
classes can a student enroll in at once. The majority of 
online schools offer options for both full-time and part-time 
students. While students may be eager to get through their 
degree as quickly as possible, it is important to be realistic 
about goals, especially if they have never taken online 
classes before. 

Students who are hesitant about whether or not online 
programs are a good fit for them may be able to speak 
with a counselor. Some of the larger online colleges have 
advisors available to help students plan their classes.

Tips for Finding an Online Class  

A number of high-paying jobs require a master’s degree. 
While many medical assistance jobs are available without 
a master’s degree, the higher positions do require one. 
Advanced scientific and engineering positions require a 
master’s degree. While teaching jobs do not technically 
require one, educators are often paid more if they have a 
higher degree. Another good example is statisticians, who 
are required to have a master’s degree for anything outside 
of basic entry-level positions.

Careers That Require a Master’s Degree
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If you choose to take on a job while attending school, then 
you must be prepared to have less time for other interests, 
such as special events being held on campus, parties or 
visits with family members and friends. You may also be 
restricted in the number of extracurricular activities you can 
take on. Additionally, it may be difficult for you to join study 
groups or meet with faculty members when necessary. 

Prior to applying for a job during college, you must decide 
how much of a social life you still wish to have. It will become 
necessary for you to learn how to budget your time wisely 
and keep a written schedule so you can juggle obligations 
and relaxation time. You may also find it beneficial to inform 
your employer of your student status and request time off 
during exam periods, holidays or other times when you 
expect to be excessively busy well ahead of time.

Financial pressure may make attending school difficult for 
you. Working while in school may help you to relieve some 
of that financial pressure. In fact, you may be eligible for 
work-study award programs through your college, which 
can relieve academic pressure as well. By applying for such 
programs, you can earn both money and course credits 
while working.

Maintaining a job while continuing your education can 
also help you to obtain other rewards. For example, you 
may be able to use knowledge gained at work to get extra 
credit in one or more of your classes. Similarly, your school 
experience may help you to advance in your workplace. If 
you choose to work on your college campus, then you may 
also be eligible to receive special perks and rewards through 
the college for your service.

When choosing to obtain a job while enrolled in school, you 
must decide how many hours you are able to work. Several 
reports have indicated that many students who work more 
than 20 hours per week while enrolled in classes on a full-time 

Working While in School Will Leave You Less Time for 
Activities

Working While in School May Lead to Financial and Other 
Rewards

Working Too Much While in School May Increase Your 
Stress and Decrease Your Ability to Sleep or Study

Attending school while working can be difficult for some 
students. However, other students find it to be quite beneficial. 
If you are considering getting a job while continuing your own 
education, then you must evaluate the potential advantages 
and drawbacks of such a decision before filling out any job 
applications. While doing so, you must keep in mind that 
the number of hours you intend to work and the location of 
your job in relation to your housing and class locations may 
also play a role in how your school life is influenced by your 
work. For example, working on campus may be less time-
consuming and stressful than traveling for work. It is also 
important to consider your financial status and your eventual 
life goals before deciding whether to work while in school. 
Below is a list of several of the advantages and disadvantages 
of being a working student.

basis have increased stress levels. Therefore, an excessive 
and prolonged work schedule may cause your grades to 
drop. Your ability to sleep and your work performance may 
also suffer as a result of too much stress. However, only you 
can decide how much work you are able to take on based on 
your specific schedule. If you are only a part-time student, 
then taking on extra work hours may not be a problem for 
you. However, full-time enrollment in school might mean 
that you will be forced to limit your working hours. When 
deciding on the number of hours you can work, remember 
to also factor in travel time if you are planning to work at a 
location other than your college campus or the immediate 
surrounding area.

Advantages and Drawbacks of Working 
While You Are in School
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Another benefit of working while in school is the experience 
you can gain from doing so. Job-specific skills you learn 
while working in college may help you throughout your 
entire working career, particularly if your college job is in 
the field in which you plan to work. For example, if you work 
as a tutor during college then your tutoring experience may 
help you to obtain teaching jobs once you graduate. You 
can also learn useful general skills while juggling work and 
classes. For example, you will become adept at creating and 
managing schedules. You may also build up strong social 
skills, which can be beneficial when dealing with clients in 
various future work environments.

When you obtain a job while in college, you get an early 
start in the business world. The networking contacts you 
make during your college employment may help you to land 
your first post-college job. Some of the career contacts you 
make in college may also become permanent friends or 
mentors, who can help you with early career advancement 
as well as future work endeavors. For the best results with 
your college networking, you should find a college job in the 
general field in which you plan to work.

Working While in School Will Allow You to Develop 
Important Skills

Working While in School May Present You with Unique 
Networking Opportunities and Lead to Early Career 
Advancement

Many Georgia residents want to make a little extra money 
through a part-time job. For students, a part-time job is a 
great way to earn money without having to worry about 
the job becoming too demanding and having a negative 
impact on their studies. For workers, taking on a part-
time job is a good way to earn a little extra income on the 
side. Part-time jobs are also very popular among parents 
who need to be home in the afternoon to take care of 
their child, but have some time to work while their child 
is at school.

While there are many possible job options available for 
part-time workers, workers are naturally going to want 
a job that pays well. A common misconception is that 
the majority of part-time jobs always pay roughly around 
minimum wage, but that is not the case. Listed below are 
just several possible examples of high paying part-time 
jobs.

Rewarding Part-Time Job Opportunities 
to Consider

As a part-time job, bartending is most popular among 
legal-age college students, in no small part because 
of the scheduling requirements. For other workers and 
parents, bartending hours are just too late in the evening. 
In addition, some of the busiest hours for a bartender are 
during the weekend. Compared to other food service jobs, 
the base pay for bartending is usually high. The price does 
vary depending on the location, and some employers may 
only have minimum wage.

However, like with other food service jobs, the real money 
from bartending comes from tips. Bartenders working 
in the evening have to deal with large crowds and drinks 
are very expensive. As a result, bartenders end up making 
incredible tips, especially during the weekends. At a popular 
bar on the weekend, it is not uncommon for bartenders to 
walk away with a few hundred dollars after only a couple of 
hours of work. It is also a job that does not require having 
any sort of degree. Some employers may require that 
applicants have previous job training in the food industry 
to apply, but many are willing to offer on the job training for 
new applicants.

Bartending
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Teacher assistant jobs are another part-time job that is more 
common among college students. Students interested 
in becoming teachers themselves will often reach out to 
nearby schools to see if they can act as a teacher assistant. 
These jobs are great because they provide practical 
experience for the student, and it gives them an opportunity 
to make connections with possible employers once they 
graduate. Some students also work as teacher assistants 
at the school they attend, but these positions are not always 
paid. However, it still looks good on a resume.

Some of the common services of a teacher’s assistant 
include grading papers, answering student questions and 
gathering or setting up materials for a class. The actual 
payment is close to minimum wage, but the true rewards 
come from the experience and connections.

is usually anywhere between $15 and $30 dollars per hour, 
depending on the neighborhood. Animal walking is primarily 
limited to the morning and early afternoon hours, but some 
clients who may work late hours may need someone to 
walk their animal at night.

The other type of pet job is a pet sitter. Pet sitting is generally 
harder to find and is typically a temporary job while a client 
is out of town. The pay is roughly the same, but pet sitters 
may earn more if they have to make multiple visits to the 
client’s home.

As with professional cleaners, there are two primary types 
of pet jobs. The first is acting as an animal walker. Animal 
walkers get paid to walk an animal, which typically takes 
either 30 or 60 minutes. The pay varies with the client, but it 

While tutoring jobs are most commonly associated with 
college students, it can actually be very lucrative for anybody 
who wants a part-time job. College-aged tutors have 
the benefit of working with other college-aged students. 
However, knowledgeable residents can still act as tutors for 
younger children. A great way to advertise tutoring services 
is to speak directly with the school, especially for younger 
grades. Tutoring prices typically start around $20 dollars an 
hour, but some clients may be willing to pay a lot more. In 
addition, tutors can choose whether they work with a single 
student at a time, or a small group.

Being a professional cleaner can be a very demanding 
job, but it does not require any sort of previous training or 
degree. There are two primary professional cleaning jobs 
in Georgia. The first is working as a private cleaner. Private 
cleaners make anywhere from $20 to $30 an hour, but they 
are responsible for finding their own clients. In addition, they 
usually have to work early hours, which is an issue for many 
workers. These hours end up being great for parents who 
need a part-time job for when their child is at school.

The other option is to be a professional cleaner with a 
professional company. There are professional cleaning 
companies, hotels and even medical establishments that 
all employ professional cleaners. The hours for these 
cleaner jobs varies. With hotels, the hours are usually late 
in the evening or early in the morning. Professional cleaning 
companies typically work at night, after normal work hours, 
and hospitals are essentially around the clock since they 
never closed.

Teacher Assistant Jobs 

Pet Jobs 

Tutoring Jobs  

Professional Cleaners 
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Temporary freelance work comes with its own challenges, and at times, one may find reasons to switch to full-time work. 
If you are a temporary freelancer who has never experienced full-time work, this transition can be frustrating. However, if 
you are well-prepared, you will overcome the frustrations of the transition. One thing you must be prepared to face is the 
culture shock you will get in your new work environment. Under a full-time position, you will have to subscribe to specific 
work codes and ethics that are unfamiliar to you. You will have to work in teams under a specific authority that you must be 
able to answer to. To get you started, here are some tips to help you transition from freelance work to a full-time position.

How to Transition from Temporary Freelance Work to a Full-time Position

As a freelancer, you are your own boss, so you may have paid little or no attention to your resume. If 
you intend to apply for a full-time position, you should take the time to polish your resume with all the 
relevant information that could appeal to your potential employer. Create a portfolio of all the industries 
or organizations you have worked for as well as the nature of the projects you have assisted with. 
Highlight the achievements of the projects so that your potential employer understands the value you 
will bring to the organization.

Since you are so good at your freelance work, you may have gathered a good number of returning clients. 
The first thing you should do after you have made the decision to go back into full-time employment is 
to notify them of your decision. Let them know that soon you will not be available for projects so they 
have the opportunity to find alternatives. If luck is on your side, some of your better clients may offer you 
a full-time position in their organizations.

As already mentioned, your clients should be among the first people you talk with about your career-
shift intentions. Draft convincing proposals to these clients indicating areas you have been assisting 
them with, your familiarity with their culture, and how you will be of value to them if they accept you 
for a full-time position. Make it clear that you are scouting for a full-time position so that if they need to 
hire extra employees, you will be first on their list. At the very best, your clients could refer you to other 
organizations they know who need full-time employees with your skills.

Build quality profiles on platforms like LinkedIn, and follow professionals in your preferred areas of 
employment. This will keep you updated with any pertinent opportunities, and you can be timely with 
your application. You should also seek opportunities in your local area by finding business networking 
groups and recruitment agencies that list work opportunities. Use your updated resume to send as 
many applications as you can, and do follow ups on your applications if responses are delayed. 

Revise your CV

Prepare you clients for the forthcoming changes

Hit your long-term clients with powerful proposals

Network extensively
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After securing a full-time position, you can officially start declining temporary freelance job offers. Focus on your new full-
time work and pay attention to office etiquette that will help you excel in your new environment.

What to Do After You Are Hired for a Full-time Position

You were accustomed to working under your own rules as a freelancer. This time you have to follow 
directions of a superior regardless of whether they appeal to you or not. In other words, become a 
“kingmaker” and allow yourself to be used for the benefit of others. With time, you will build the muscle 
for it and your appraisal will be based on how well you are a team player.

In your new work environment, you will encounter people performing different responsibilities. Do not 
miss the chance to make friends at this early stage, because your success on the job depends on it. 
Note their strengths and weaknesses, and be accommodative enough to develop quality connections 
out of these informal meetings. You can count on these connections to assist you as you establish 
yourself in the organization as a full-time employee.

Always remember that if you try to raise your voice and expect your coworkers to follow your instructions, 
you are likely to fail. Once you join full-time employment, try to employ a more inclusive approach to 
solving problems. You must take opinions of co-workers into consideration, even if they differ from your 
own. This open-mindedness will guarantee productive outcomes with your colleagues.

Play along with the rules

Build quality connections

Abandon your authoritative voice
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If you are between 21 and 37 years of age, job growth 
and professional development is probably something 
you are already considering when contemplating your 
next career move. A 2016 Gallup poll determined that 
for 87 percent of millennials, professional development 
was an important factor they looked for in a new job. 
Other studies suggest that it may be a key reason why 
employees switch companies for new jobs. Room for 
growth and development certainly has individual benefits 
for employees, both professionally and personally. 
However, an even greater reason to find a job that offers 
growth within the company is what it means about the 
workplace and the employer itself. Offering development 
opportunities for employees demonstrates a priority set 
on retention, and likewise on building a highly competent 
and collaborative team. Furthermore, employers that 
offer growth and development workshops tend stay up-
to-date on advancements in the field, ensuring their place 
as a relevant and leading company, which in turn benefits 
employees. Seeking job growth in your next company 
is important for maintaining and developing your own 
skillset and professional knowledge within the industry. It 
is also an important factor for selecting a workplace that 
is likely to foster a desirable work environment and to be 
successful among its competitors.

Employers are also opening up the conversation for 
job growth with their employees by literally having a 
conversation. More companies are finding it beneficial to 
individually discuss employees’ career goals and reflect on 
how the company can assist them in achieving these aims. 
They are not just having these conversations around the 
annual review periods, but throughout the year. Growth can 
also be stimulated with more casual workplace programs, 
such as group improv classes to improve conversation 
and collaboration. Finally, job growth may come in more 
traditional forms, such as promotions and salary raises.

The Importance of Finding a Job That 
Offers Growth Within the Company

Any given company may offer internal development 
opportunities in several different ways, so when inquiring 
about job growth during an interview, be sure to ask for 
specifics. Some companies may offer compensation 
for employees to pursue higher education, take relevant 
courses or attend professional conferences. Another 
opportunity may be internal career development programs, 
such as workshops for new employees, resources for 
resume development and career counseling. Likewise, 
some employers may offer internal development courses to 
ensure that employees retain the most relevant and up-to-
date skills. Mentoring and leadership training is yet another 
means by which companies may offer opportunities for 
professional growth.  

Different Types of Growth Opportunities
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Increasingly, business advisors are recommending that 
companies invest in professional growth and development 
opportunities, not just to benefit their employees, but to benefit 
the company as a whole. If employees continue to be well-trained, 
their work is going to continue to be a valuable contribution to 
the company’s success. Furthermore, these company benefits 
often trickle down to aid the employees as well. 

One key factor to this is increased employee retention. 
Employees who are supported in their professional 

Each of these development programs and initiatives has a 
range of benefits for individual employees. Professionally, 
this may mean acquiring new skills and relevant applicable 
knowledge. This is important for feeling like you are truly 
learning on the job and making visible progress in your daily 
tasks. Learning and progress are essential fuel for motivation, 
and motivated employees are usually more engaged, happier 
at work and excited to stay with their company. 

In terms of career, development programs can help 
employees make strategic employment transitions, whether 
horizontal, vertical or diagonal. When an employer is 
focused on assisting its employees with these opportunities 
for growth, these transitions are much more likely to occur 
within the organization and usually benefit both parties. 
Such career moves offer employees a chance to find their 
passion and contribute to the sector they are most skilled to 
manage, and many employees are still motivated by higher 
titles and increased responsibilities. 

Financially, skills development and career moves may lead 
to salary increases, bonuses or benefits. These have clear 
advantages, especially when salary is still the number one 
reason why prospective employees choose a particular 
job. Lastly, growth opportunities have many influential 
personal benefits as well. These importantly include 
heightened communication skills among employees and 
stronger rapport across hierarchies, all of which contribute 
to a more collaborative and welcoming work environment, 
where employees are more likely to want to stay for longer 
periods of time.

development are more likely to seek career moves within 
the company. This is estimated to save the company around 
$20,000 per position that would otherwise go vacant during 
the hiring period. This savings is good news for employees 
who do stick around, since a financially successful company 
is likely to offer more benefits to its employees. 

Additionally, growth opportunities make it easier for 
companies to transition between high-level successions. 
Hiring an internal employee who employers know has been 
trained and guided towards that position means there is 
less work required on their part, and a significantly lower 
knowledge gap than there would be for someone new joining 
the company. This of course means that employees will 
benefit from being internally “scouted” for higher positions. 

Employers also recognize that development training can 
lead to increased productivity and efficiency, especially when 
employees are learning new professional skills and working 
more collaboratively. Productivity and efficiency can often 
serve to further invigorate employee motivation. Employees 
can feel proud of their progress and contribution, leading 
them to be more engaged with their work.

What Development Opportunities Say About the 
Company

Individual Benefits of Internal Job Growth Opportunities
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A cover letter is sent to a potential employer as part of a job application, along with a resume and any other documents. 
These days, it may be emailed rather than sent in paper form, but it is still generally expected from any candidate who 
applies for a job. The cover letter is the first communication you will have with the company, and it is vital to make it an 
active part of your application. The necessity of a well-written cover letter is not limited to applications for jobs which 
include a lot of writing. Hiring managers will use a cover letter to judge the attributes of the person who sent it. Employers 
will be able to tell if the candidate is willing to take his or her time on tasks, and whether he or she is careless or thoughtful. 
They can even use it to evaluate the personality of the writer, to see if he or she would be a good fit for the company. It is, 
therefore, extremely important to avoid any of the following mistakes when writing a cover letter.

5 Cover Letter Mistakes That Can Cost You a Job 

When writing a cover letter, a job seeker will generally look at examples and templates before getting 
started. This is by no means a bad idea. However, many job seekers do not go further than this step. 
They take a generic cover letter template, insert their name, the company’s name and the job title for 
which they are applying, and leave it at that. A hiring manager will be able to tell instantly when this 
has been done. This sends the message that you do not care about the job and that the company is 
simply one in a long list of places to which you are sending your resume. Instead, you should take this 
opportunity of first contact with the company to show your willingness to put in effort when needed.

Your potential employer is unlikely to demand perfect writing abilities, as everyone these days has 
access to spelling and grammar checks. This, however, is the point. If you send in a cover letter that 
contains inaccurate spelling or grammar, the hiring manager will know you did not bother to check it. 
Additionally, you should always get someone else to read through the letter to see if the content is clear 
and well-written. If he or she cannot easily understand it, you will need to edit it so that it can be read 
correctly. These tasks do not require much effort, and a hiring manager will not want an employee who 
cannot take half an hour to complete them.

There are any number of buzzwords you can use in a cover letter to make yourself sound like a great 
candidate. Those buzzwords could refer to your leadership abilities, energy levels or even to an award 
you won in high school. On their own, however, all these assertions do is prove that you have given a 
great deal of thought to your abilities, but not to how those abilities might be useful to the company. The 
best cover letters include references to the company, and to the position being applied for. Candidates 
should show that they know their potential employer, as well as the specific demands of the job. This 
goes a long way in showing the hiring manager you are prepared for the position. Other important 
research includes the name of the hiring manager or department head to whom the letter should be 
addressed. Names are usually not very difficult to find, and simply writing “to whom it may concern” 
might demonstrate that you did not bother to look for the correct name.

Mistake One: Using an Obvious Template

Mistake Two: Not Proofreading or Editing

Mistake Three: Focusing Only on Yourself
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Your cover letter is sent in along with your resume, and performs a similar function. Both documents 
should show your suitability for the job to which to you are applying. Your resume, however, has its 
own purpose. It shows your qualifications and experience in a concise list. If you simply repeat the 
information in letter form, you have wasted an opportunity to show the hiring manager something about 
yourself that does not fit into the form of the resume. A work-related goal, for example, or the fact 
that you were promoted with greater speed than any other employee at your previous job should be 
mentioned here. You could also address something that was specifically mentioned in the job listing. 
You may want to mention the most salient points of your resume, but other than that, the cover letter 
should be the more personal document of the two.

In a demanding job market, any open position could have hundreds of applicants. A cover letter is the 
first chance you have to make yourself really stand out. While it is certainly not advisable to fill your 
cover letter with jokes and anecdotes, a small injection of your personality can grab the hiring manager’s 
attention. The employer might even remember you in the interview. Additionally, it is important to 
remember that the cover letter will likely be read by your potential new manager, who will be invested in 
keeping a good working dynamic among his or her employees. Employers want to know that you will be 
a good fit. By showing them the kind of person you are, your cover letter can actively persuade them to 
consider your application.

Mistake Four:  Repeating Your Resume

Mistake Five: Uninteresting Content
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As one of your best job search tools, your resume needs to present you in the best light. A good resume entices the recruiter or 
human resources officer to meet with you to continue the conversation your resume began. However, one of the greatest mistakes 
you can make is putting too much information into your resume. Your resume should be dynamic, efficient, and interesting. Tailoring 
your resume to the employer and using the proper keywords for the industry to which you are applying is only half the battle. The 
other half is refraining from including unimportant or irrelevant information on your resume. Making the resume lean and adept can 
make the difference between a resume that finds its way into cold storage and a resume that finds its way into interested hands. 
The following information will show you what to leave out of your resume so that it can become a tool to get you noticed and called 
in for an interview.

9 Items to Leave out of Your Resume 

What constitutes irrelevant information? Irrelevant information is anything that does not directly pertain to the job position. For 
example, if you are applying for a content writing position, you would not include job experience as a dog walker. This also means 
the days of creating one resume and email blasting it to a large number of employers are over. Each position for which you apply 
has to have the resume customized to some extent so your experiences are tailored to fit the position’s needs.

Unless the award somehow ties directly to the position you are applying for, it should be removed. For example, if you won a 
science fair award in college, but are applying to an accounting position, then the award does not showcase your abilities as an 
accountant. However, if you received employee of the month (or year), then that is an accomplishment that should be noted.

If the event happened more than 10 years ago, leave it out. Many technological changes have happened in the last 10 to 15 years, 
which makes old experiences using outdated systems irrelevant. It is also possible the employer will get a bad impression of your 
work ethic if much of your experience is over a decade old, unless you have a valid reason for the employment gap.

Space is a commodity on a resume, and there is no reason to give a large chunk of it up for an objective statement. Chances 
are, if you are applying for the job, the employer knows what your objectives are already. Use your cover letter to talk about your 
personal and professional goals. Save the space on your resume for valuable work experience and accomplishments.

Resumes should be formal and professional, so including fancy fonts, colored letters or graphics can make your resume difficult 
to read, thus motivating the hiring manager to pass you up. Graphics of any sort take up a large amount of space, which could 
be used to offer more information about your skills and accomplishments.

Irrelevant Experience

Irrelevant Awards

Old Experiences

An Objective Statement

Decorative Lettering and Graphics

1

2

3

4

5
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If your current resume uses the old phrases of “team player” or “results driven,” then you need to update those terms with 
more modern buzzwords. Instead of telling them what you can do, show them with the accomplishments in your past work 
experiences. For instance, if your efforts on your past company’s social media account increased web traffic by 15 percent, then 
say that explicitly. Additionally, you may come off as careless if your resume is filled with typos, misspelled words or grammatical 
issues. If this is not your strong suit, then ask someone who is a strong writer to edit and proofread your resume.

Employers already assume that you have references they can see if they need to. Placing this phrase at the end of the resume can 
also date your document, which may be a deciding factor against you. Make sure to have a separate document with references 
listed on it when you go for your interview. That way, you have your references ready to hand in, if requested.

White space is key in a resume. Bullet points offering quick information for the interviewer will put you in a better position to 
obtain an interview than those who write in large block paragraphs. For employers, human resource officers or recruiters who 
have to read a great number of resumes in the course of a day, having to stop, read and digest large blocks of information is tiring. 
Many who see this on a resume will simply pass it by for a resume that offers clear, concise information.

If your personal email is controversial or inappropriate, then consider creating one just for the job search. Keep it simple and 
professional, preferably with your name in it. Hobbies or interests that are controversial or questionable should be left off the 
resume as well. For example, if you have a strong interest in something political or religious, it is best to keep these hotly debated 
topics off your resume.

Mistakes and Cliché Phrases

The Phrase “References Upon Request”

Large Paragraphs

Inappropriate Email Addresses or Hobbies

6

7

8

9
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It is unrealistic to think that a conscientious employer will 
gloss over, or fail to notice, a work history gap on your 
resume. However, having a gap between jobs does not have 
to be a bad thing. As with many items on a resume, it is 
about perspective and how you are able to place a positive 
light on that gap. Maybe you took time off to care for an 
aging or ailing relative or maybe you needed time at home 
with a newborn. The gap could also have resulted from the 
lack of suitable or comparable employment once you left 
your last working situation. No matter the reason for the gap 
in the work history, knowing ahead of time and preparing 
for the question about the work history gap can allow you 
to enter your job interview confident and with a winning 
mindset. The following are some of the classic, tried and 
tested, ways to put the proper light on any gaps that may 
appear on your resume.

Tips for Explaining Lapses in Your Work 
History During an Interview

Claiming that it is a typo or that the job experience that you 
did have during that time was not relevant to the current 
position is a sure way to have the interview end early. Lying 
about anything on your resume is a very bad idea because it 
could, and most often does, come back to haunt you. When 
you are honest about the gap, then you have shown that you 
have integrity. However, if the employer does not ask you, 
then do not feel compelled to discuss it.

information to offer for the gap time is that you were 
volunteering in a comparable industry to keep your skills up 
to date or that you acted as a consultant in your industry in 
the intervening time.

Keep in mind that if the gap happened more than ten years 
ago, it is not really relevant any longer, especially if you have 
been in the workforce or your particular industry for years. 
If you left the job prior to the gap under less than stellar 
circumstances, then refrain from talking negatively about your 
former employer. Potential employers see this as disloyalty, 
even though your feelings may be completely justified.

There is always something of value to be said for a gap. 
You just have to decide what that is. If you took time off 
to care for a loved one, then you can also indicate that 
you utilized that time to gain additional work skills through 
online continuing education courses. Emphasizing the gap 
as a time of personal and professional growth sounds like 
you were engaged in doing something positive, rather than 
sitting on the couch waiting for someone to hire you. 

If you took time off to travel, then that is perfectly acceptable 
to say. The corporate world is stressful and taking time to 
recharge benefits the new employer in that you have come 
back refreshed with new ideas to offer. Other relevant 

If you were only out of work for a few months, then using the 
resume format that only lists the years of employment for a 
company is perfectly acceptable. So, for example, instead of 
putting that you worked for a company from August 2012-
May 2014, you could just list 2012-2014. Even if your next 
job did not begin until October of 2014, that gap disappears 
with this resume format. 

Additionally, you can head off the question, or make the 
focus on the gap in the work history less, by addressing the 
gap in the cover letter. This allows you to think ahead of time 
about putting a positive spin on the gap, something that you 
can follow up on in the interview, if asked.

Be Honest About the Work Gap

Put a Positive Spin on the Work History Gap

Use Your Resume Format to Cover Short Work Gaps
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Employers have to sort through an enormous amount 
of applications and resumes when they are trying to fill a 
position. This makes getting a job very competitive, and 
trying to make yourself stand out from the rest can be 
difficult. Depending on how many steps are involved in 
the hiring process, it could be a long time between your 
interview and the “Welcome to the Company” letter. One of 
the best ways to remind an employer about your interview 
and your qualifications, is to send a follow-up email after 
your job interview. Think of it as a friendly reminder. However, 
sending the email at the right time, with the right amount 
of information, is crucial to remaining friendly instead of 
pushy. Writing a poorly worded email can hurt you as much 

as help you. The following information is for various types of 
emails that should be sent after phone interviews, in-person 
interviews, when you have received no response after an 
interview, or what to say to a potential employer after a 
second interview.

How to Write a Follow-Up Email After a 
Job Interview

Phone interviews are often used as a first-round elimination 
for companies who are trying to sort out the best candidates 
for a position. However, waiting for the interviewer to follow 
up with you after a few days could cost you a second 
interview. Being proactive in this regard may pay off well 
for you. Simply thank them for speaking with you, sharing 
information about themselves and the company, and remind 
them of what you hope to bring to the company. Never miss 
a chance to attach your resume and cover letter one more 
time, and include additional documents if it will give added 
insight into your abilities.

Follow-up Email After a Phone Interview

If you have a rather extensive work history, then it is okay 
to omit some of the job experiences from the resume. The 
general rule of thumb is to limit the experience to the last 
10 to 15 years. If the gap happened in a more recent part of 
your resume, then you should include the gap and prepare 
to explain what you did with your time.

If you used your time wisely during the gap time, then you can 
include that as experience. Even if you were not paid for the 
time you devoted volunteering or learning a new skill, it was 
still experience that was gained. Include any volunteerism 
that occurred during that gap that also pertains to the job 
you are seeking, or that relates to your industry.

First, realize that gaps in employment are not that uncommon 
on today’s resumes. The economy has made certain of that. 
However, being unprepared to talk about the gap or, worse 
yet, being caught off guard by the question about the gap 
in the work history can be disastrous. Assume that you are 
going to be asked about it, prepare your answer and then 
you can appear confident and secure if you are asked. This 
tends to be contagious and you will come across as being 
a positive person. 

Leave off Some Job Experiences From the Resume

Experience is Experience on a Resume

Be Confident About the Work Gaps
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If you were involved in a face-to-face interview, it is always 
a good idea to follow up with an email or even a written 
note. This shows that you have an appreciation for social 
etiquette, and also gives you a chance to remind them, 
again, of who you are. Thank the interviewer for their time, 
for showing you around the company, and introducing you 
to employees. Mention you are looking forward to working 
with and contributing to the team, where you believe your 
skills could contribute to the company’s vision and goals.

consider an employer’s offer. In your email, thank them for 
the opportunity to work for them, and that this opportunity 
is exactly what you are looking for in a company and a 
career. Tell them you appreciate the offer and would like a 
short amount of time to consider the offer before accepting, 
reiterating that you understand they have time constraints. 
Ask for a specific amount of time, and let them know that 
you can give them a reply within that time frame. 

If a couple of weeks go by, and there has not been any 
response from the employer, it is perfectly fine to reach out 
to the recruiter or human resources department. Simply 
mention in your email or phone call that you are still interested 
in the job and that the interviewer had mentioned several 
characteristics that he or she was looking for in a worker. 
Reemphasize your projects, qualities, and characteristics 
that you feel would benefit the company reach its goals. 
Also mention that in case the position has already been 
filled, you would appreciate knowing this. Offer to answer 
any questions they may have. 

It may happen that you are offered more than one job and 
have to decide between several. How do you politely let the 
others know you have accepted work elsewhere? Send an 
email that thanks the company for the offer, but state that 
you have decided to go with another offer. Make sure they 
understand that your decision was not made lightly and 
that speaking with the interviewer and the staff was a good 
experience.

If you have received more than one job offer and need 
time to consider all of them, you can ask for some time to 

Getting a second interview means that the employer is 
seriously considering you for the job. You do not want to 
lose that momentum, and one of the best ways to help 
them remember you is to send a follow-up email. If you 
have made the second round of interviews that means the 
interviewer now must make another cut by having to choose 
from several strong candidates. Often, they are looking for 
the one thing that will help them make the decision. In the 
follow-up email, reiterate the fact that now, after the second 
interview, you are even surer of your excitement to work 
for such an organization. Mention specific departments, 
projects, or personnel you have already met. End the email 
by stating you are looking forward to meeting more of the 
staff and becoming part of a dynamic company and team. 

Follow-up Email After a Personal Interview

Follow-up Email After No Response

Follow-up Email to Decline a Job

Follow-up Email After a Job Offer

Follow-up Email After a Second Interview
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Assuming that there is no set uniform in the office, an 
employee still has a dress code to uphold. For example, it 
is inappropriate to wear a tracksuit into a law firm. Always 
be sure to note what other employees are wearing when 
interviewing with the company. It never hurts to ask a 
potential employer what the dress code is if it is not already 
explained elsewhere. If a company has a policy about close-
toed shoes, do not come in wearing sandals. For employees 
who may be in the dark about what the new job’s dress code 
is, dress up. In most instances, going for business attire is a 
good place to start.

Putting in effort in your appearance will go a long way. 
Nicer, professional clothing shows you are presentable and 
personable. To be on the safe side, it is always better to be 
overdressed than underdressed. Be sure to have wrinkle-
free and tear-free clothing. Even if there is a tiny hole in your 
favorite shirt, do not wear it. Keep in mind that fit matters. 
Be sure to find pieces that are tailored to your body because 
it will generate a more put-together look and present an 
employee as someone who is professional.

Pay Attention to Dress Codes

Presentation is Important

While many people may not believe it, clothing is an 
important tool in the workplace. Clothing provides a lot of 
non-verbal information to people which will help or hinder 
a new employee in the workplace. An employee’s wardrobe 
may end up making the difference between leading a 
project and simply being one of the many unrecognized 
workers. Therefore, make sure you make positive first 
impressions when starting at a new job. Always be sure 
to dress appropriately. It is also important to make sure 
to follow all safety guidelines when starting a job, if there 
are any. Always ask about special dress code days at work, 
for example casual Fridays, or other attire traditions at the 
office. By following a few other tips for how to dress during 
the first day of work, any employee will be able to step into 
the workplace with confidence. For more information on 
how to dress for the first day of a new job, keep reading.

How to Dress for Your First Day at a 
New Job 

It is a common practice to dress in a way that aligns with 
an employee’s goals. If an employee wishes to be seen as 
professional and organized, then he or she should dress like 
it. When learning how to dress for work, be sure to size up 
what the successful employees are wearing, like the boss 
and managers. Staple pieces are those articles of clothing 
that will always be appropriate for work. Some iconic 
examples are plain clothes like solid color skirts, slacks, 
and button down shirts. Usually ties and formal shoes, like 
polished loafers and heels, are also required. If an employee 
wishes to spice up a basic outfit, interesting embellishments 
or patterns on a shirt make for appropriate attire. Add a pop 
of color to an outfit with a nice scarf or have on some simple 
but elegant jewelry.

Dress as You Want to be Viewed and Have Staple Pieces
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When in an office setting, be sure not to wear anything too revealing when you first start. Inappropriate clothing, for example 
a white button down without an undershirt, may lead an employee to a quick reprimand, which does not leave a positive first 
impression. Dress conservatively for a new job to get a feel for how everyone else is dressed. If your colleagues are dressed a 
little more casually, it will probably be alright to adjust your wardrobe accordingly. 

Dressing nice does not always mean being uncomfortable. There are plenty of work outfits that an employee can wear while 
being comfortable on the clock. Short heels, that is heels lower than three inches, look professional but are also comfortable to 
walk around from meeting to meeting in. For shirts that are a little tight in the arms, think about what a new job will require. If 
flexibility and range of motion are included in most of the tasks, it may be a good idea to size up on a shirt to allow for movement.

It Is Best to Dress Conservatively 

Be Sure to Dress as Comfortably as Possible
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Innovation

Specialized Skills

Financial Savings

Flexibility

One of the biggest advantages for companies who hire freelancers is that sourcing external talent 
can bring new and innovative ideas to fulltime teams. When working on a project for a long period of 
time, for example, employees can get bogged down with details and may be unable to generate fresh 
perspectives. When a freelancer is hired from outside, he or she brings new eyes to a project, can see 
it in original ways and often offers a specialized set of skills that can be effective at driving innovation.

A unique skillset is another advantage for employers. Whereas a specialized project may require the 
expertise, knowledge, and perhaps even additional training of several fulltime employees, freelancers 
are often practiced at working on such kinds of specific assignments. This means they are ideally 
suited to create solutions more efficiently and effectively.

Oftentimes, this efficiency leads to project cost reductions. Compensation for full-time employees is a 
fixed cost in the form of payroll, while freelancers are usually hired on variable costs. Cost efficiency is 
also a product of work efficiency. If one freelancer can complete a project in less time than a team of 
four employees, for example, it makes both business and financial sense to outsource.

It is not only freelancers who reap the flexibility of a non-employee workstyle. Companies who have a 
reliable base of freelance workers also benefit from being able to flexibly hire on an as-needed basis. 
This can be especially useful for small businesses, who can be affected suddenly and drastically by 
factors beyond their control. The option of calling in a temporary freelance worker to mend or create is 
a huge advantage to business owners.

Advantages

With 55 million individuals working as freelancers in the United States, one-third of all U.S. companies employed freelancers on 
various projects in 2016. Half of those companies said they would increase their hiring of freelancers in the following year. It is 
no secret that the freelance business is on the rise, and this development is the result of several interacting social and economic 
trends. One of these is the desire of millennials and individuals from Generation Z to have more flexibility in their work, which may 
stem from the fact that the job market was at its worst since the Great Depression when these populations first started reaching 
working age. They had to find more innovative ways to earn money, and in the post-recession world, they are continuing to define 
the way the job market operates. New technology also allows more options for distance and off-site employment, which gives 
employers the flexibility to seek specialized skills external to the company. With a growing number of businesses relying on 
freelance employment, it is important to consider some of the advantages and disadvantages of doing so.

Advantages and Drawbacks of Relying on Freelance Work

Like-Mindedness 

Additionally beneficial to small businesses is the fact that freelancers, as self-employed quasi-small 
businesses themselves, are generally easy to work with. Freelancers and small business owners, that 
is, tend to share similar ideals and values when it comes to motivated, passionate and innovative work.
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Legal Issues

Inability to Collaborate

Undermining Company Values

One thing that is important for employers to keep in mind is that legal issues may jeopardize relationships 
with freelancers. These include classifying freelancers correctly in contracts and tax information. 
Misclassification could lead to misfiled taxes on both parts with severe legal ramifications. Likewise, 
contracts should state that any creative product produced by the freelancer is considered a work made 
for hire. This ensures that the hiring company has legal rights to use the product freely. Finally, it is 
important to emphasize the necessity of the contract itself. Legal disputes between companies and 
freelancers too often occur because of a failure to produce a binding contract of terms and agreements. 
Freelancers can play an integral part in company production, and relationships can only be successful 
if they are treated professionally. 

Because freelancers are usually individuals whom the company expects to bring innovation, one 
particular drawback on relying on them is that they may not work well with the existing employee team. 
Having to manage various personal production styles and systems can create major setbacks for 
employers. For that reason, it is important to have clear hiring and communication policies in place to 
ensure that each introduction of a new freelancer does not completely dismantle the office team.

Finally, companies must remember that they can operate successfully in part because of their dedication 
to a particular mission and set of values. They hire employees who support these values and can work 
together to achieve this mission. Freelancers, on the other hand, are independent individuals who are 
not tied to the company vision. Opening too many jobs to freelancers can scatter the focus of the 
company and undermine its long-term goals. Any project that is integral to the core principles of the 
organization, therefore, is best reserved for dedicated fulltime employees.

Drawbacks
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Conducting an interview with prospective job candidates 
is one of the most important steps in determining whether 
they are suitable for the open position at your company. 
This is especially true because, more often than not, all 
of the candidates who make it through the first round of 
screening to be offered an interview have essentially the 
same skillset. That is, most of them possess the necessary 
training and background to capably carry out the job. While 
the interview can be a useful tool for judging the applicant’s 
professionalism and interpersonal skills, employers 
these days are seeking to learn more about how well the 
candidate matches the cultural fit of the organization. This 
kind of screening generally assesses the soft skills and 
behavior traits of the applicant to get an idea of how well he 
or she will be able to adapt to the company’s organization, 
structure and management systems as well as collaborate 
effectively with current employees.

Many employers still stick to standard interview questions 
such as, “What are three words you would use to describe 
yourself?”, “What is your biggest strength and biggest 
weakness?” and “Why do you want to work for us?” 
While these may seem like they would elicit answers that 
demonstrate the candidate’s soft skills and cultural fit, these 
are also questions that interviewees often expect, prepare 
for and will answer with what they think the hirer wants to 
hear. Framing such questions in different ways or asking 
unusual questions catches applicants off guard, forcing 
them to think on their feet and show glimpses of their true 
personality.

Ask These Unusual but Effective 
Questions When Interviewing a 
Candidate for a Job

Oftentimes, employers ask job applicants why they left their 
previous company. However, this question is usually not very 
revealing of the candidate’s soft skills. On the other hand, 
asking the converse can elicit responses that demonstrate 
how the applicant makes decisions and, more importantly, 
what he or she values in a workplace. Comparing this to how 
your company operates will give a good idea as to whether 
the applicant is an appropriate fit

This is a more casual question that again judges how 
well the candidate will fit with the company culture. It is a 
variation of, “What do you like to do for fun?” with a more 
professional emphasis. That is, if the company is successful 
and the office is celebrating, then do all employees have a 
similar idea of how that will happen? In general, these types 
of questions can reveal the applicant’s preferences for an 
ideal workplace.

This question, similar to the previous one, again reveals 
key aspects of the candidate’s decision-making process. 
Responses can also suggest what the applicant really likes 
about your company as well as what he or she does not 
like. It also may be of interest to the employer to find out 
how much the candidate values salary versus workplace 
environment. 

“Why did you join your last company?” “How do you like to celebrate success?”

“If we offered you this job with the salary you requested 
and you liked everything about it, then what other kinds of 
offers would you consider?”
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Very few people enjoy every aspect of their jobs. This question 
has the covert role of revealing if the applicant’s interests 
actually align with his or her skillset. Most employers hope 
that their employees are passionate about their jobs. While 
prepared interviewees can talk at length about how genuinely 
interested they are in this position, this question may catch 
them off guard. If you find that a sales candidate does not like 
meeting new people or that a finance applicant does not like 
double checking his or her work, then it may be a sign that he 
or she is not right for the job.

job opening in your company. Many employers ask 
candidates why they should be hired, but few think to consider 
the reverse. Unlike the “greatest weakness” question, which 
usually expects the interviewee to present the weakness as 
a strength, this question aims to assess the applicant’s self-
awareness, transparency and integrity. These are usually 
important qualities that employers look for, and how an 
applicant answers this question can be a good indicator of 
his or her fit for the job. 

This question can be seen as a version of, “What is your 
greatest weakness?” reformulated to address the particular 

Many employers ask prospective job candidates about 
their previous companies, but usually only on a personal 
level. That is, questions aim to understand what they liked 
and dislike about it and how they got along with colleagues 
and supervisors. However, reframing the question in this 
way, looks to see whether the applicant had an idea of how 
his or her former employer presented itself and operated 
in the context of the larger professional field. Responses 
to questions like this one reveals how well an employee 
understands big picture operations, as opposed to focusing 
narrowly on his or her own responsibilities.

Employers often use situational questions such as these in 
forms that focus on overcoming challenges and greatest 
achievements. While such questions can be informative of 
the candidate’s problem-solving skills, this question focuses 
on interpersonal skills, which can often make or break an 
office environment. Significantly, companies usually want 
to look for someone who is willing to express constructive 
differences and innovative ideas, even to superiors, without 
instigating too much conflict. How applicants handle 
disagreements with their superiors reveals how that may be 
beneficial to the company.

“What do you not like to do?”

“Why should we not hire you?”

“How was your last company different from its 
competitors?”

“Tell me about a disagreement you had with someone in 
a senior role.”
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Interviewing is a long process that requires the interviewer to sift through many applicants and decide on the top candidates. 
Due to the number of people who apply for a job on average, it is easy for candidates and their resumes to blur together. In order 
to stand out, there are a few traits that interviewers will look for in candidates. A few of these traits, like computer competency 
and a strong work ethic, are pretty obvious. However, there are a few other traits interviewers look for that are far subtler. One 
example of this is responsiveness. Being very responsive and interested during the initial communication period will show that an 
employee is very interested in the job. Ultimately, interviewers are looking for a way to narrow down the applicants to a handful of 
possible candidates. The following sections offer information on 10 traits to look for in a job candidate when hiring for a position. 

10 Traits to Look for in a Job Candidate When Hiring for a Position 

It may seem shallow to base part of the interview on first impressions, but they are important. From the moment a candidate steps 
into the room, the interview begins. It is important to consider those who have dressed for the part. Someday, that interviewee 
may be representing the business, and it is important that he or she is presentable. Candidates who are dressed in clothing 
appropriate for the job at hand already know how to present themselves in a professional environment. It also shows that the 
candidate respects the job enough to put in effort on his or her appearance.

A good candidate knows his or her own self-worth and is also able to admit when someone else contributed to a project. Anyone 
who cannot offer credit where credit is due will not be a good fit for the job. Working as part of a company means working 
together with people and being praised together. It goes a long way to share credit with employees who have helped to create 
the finished product. Employees who are confident enough to take credit for their work but also share the credit when others 
contributed greatly are strongly desirable.

Appropriate Dress

The Ability to Accept and Share Credit 

1

2
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Ambition is a key trait to look for in candidates. Ambition reflects passion. Employees who are driven to succeed will often put 
forth more effort. That is what an employer wants. An employer wants to see an employee who is willing to put in time and effort 
and is willing to take on whatever needs to be done in order to succeed. Ambition also plays into long-term potential. Employees 
who are more driven are less likely to leave the company after a few months or put in too little effort.

Problem-solving skills are important for candidates to showcase and are valuable at any job, because they demonstrate an ability 
to strategize. The problems designed into interviews are made to test the problem-solving skills of the interviewee. Candidates 
who can keep calm while completing tasks or answering questions are often the ones who move onto the next round of interviews.

As the saying goes, “Teamwork makes the dream work.” As part of a company or organization, it is expected that employees will 
have to work with one another at some point in time. Employees who are open to working with others and comfortable with their 
own skills are ideal, especially in company settings. It is fine for an employee to enjoy working alone, but he or she must be able 
to work in a group when the need arises.

Be open to adapting at any point and time. Employees who are flexible and easy to adapt to new situations are ideal, because 
situations can change at any time. Never be too rigid or set in a schedule. If employees are willing to take everything in stride, it 
will show employers that they are in this job for the long haul and that they have a wide range of skills available at any point and 
time.

Do not be afraid to think outside of the box. One of the things employers look for is diversity. By bringing together many different 
views, a company can reach a broader range of people and create better-quality work overall. So candidates who have fresh new 
ideas or thoughts on how to make the most out of what already works are always great additions to a company.

Being eager to learn is a great quality in candidates. While a worker should have some base level of knowledge, with a new job 
comes more training. Candidates who are willing to admit that they do not know everything there is about a job and who are 
excited to learn from those who have been with the company longer are key. 

Ambition

Problem-Solving Abilities

Teamwork

Flexibility

Creativity

An Eagerness to Learn
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The more specialized skills or certifications a candidate can bring into an interview, the better. Specialized skills or hard-to-obtain 
certifications set a candidate apart from others, because they mean that he or she has that many more talents to put toward the 
job at hand. By having certain skill sets and certifications, an employee becomes that much more indispensable to a company. 
For example, a candidate who has worked with a brand new software that the company has yet to implement can contribute 
valuable knowledge to employees who need to learn it.

Being able to speak articulately is important. In any situation, an employee may be expected to represent the company during 
a project, present findings or even communicate with others to get a job done. In any case, there must be some speaking skills 
in place to quickly and effectively deliver the information to others. Always speak in complete sentences and try to avoid street 
slang in formal venues. 

Specialized Skills and Certifications

The Ability to Speak Well
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