WorkShare

How to Apply for Work Share

TOOLKIT

Michigan’s Work Share program allows employers to restart
their business and bring employees back from unemployment.
Employers can bring employees back with reduced hours while
employees collect partial unemployment benefits to make up a portion
of the lost wages. Employers can also retain their current workforce and
are given the flexibility to choose which of their employees are part of a
Work Share plan.
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INTRODUCING WORK SHARE

Michigan’s Work Share program allows employers to keep employees working with reduced hours,
while employees collect partial unemployment benefits to make up a portion of the lost wages.

By participating in Work Share, employers can retain trained employees and avoid the expenses of
recruiting, hiring, and training new employees.

With the Work share program, unemployment benefits are based on a percentage of the reduced hours
of work and pay. The reduction in work hours must result in an equivalent reduction in wages.

Advantages of Work Share
Minimizes or eliminates the need for layoffs

Enables a business to retain trained employees and avoid the expense of recruiting, hiring and training
new employees

Saves money and keeps your skilled workforce intact
Can be used in almost all types of business or industry

Employees are spared the hardship of full unemployment and get more income than if they were fully
laid off

Eligibility Requirements

As a result of Executive Order 2020-57, Work Share program eligibility requirements have been
expanded. To participate in Work Share:

P> All employees in the affected unit must participate in the plan.

» A plan must include a minimum of two employees.

) Plan may be approved for a period of up to 52 consecutive weeks.

) Employee work hours may be reduced by a minimum of 10% up to a maximum 60%

»> Work Share does not apply to seasonal, temporary, or intermittent employment.

How it Works

Example of the calculation of work share plan Benefit: While weekly benefits rates vary from person to
person, if a worker was fully unemployed, their weekly benefit amount would be, for example, $360.
Under the Work Share program, a worker whose hours were reduced by 10 percent would receive a
Work Share benefit payment of $36 ($360 x 10%) in addition to their wages. Employees participating
in Work Share due to COVID 19 are also eligible to receive the Federal Pandemic Unemployment
Compensation (PUC) of $600.00 per week in addition to their Work Share benefit.

How to Apply

Employers may file an application online through the Michigan Web Account Manager (MiWAM) at
michigan.gov/uia.

For more information about Work Share, visit Michigan.gov/workshare or call the Office of Employer
Ombudsman at 1-855-484-2636 or call 1-844-WORKSHR (967-5747).

How to Apply for Workshare video tutorial



https://miwam.unemployment.state.mi.us/EmpMiWAM/_/
http://Michigan.gov/workshare
https://www.youtube.com/watch?v=0NQPWI3S860

EMPLOYERS CAN APPLY TO PARTICIPATE IN THE WORK
SHARE PROGRAM THROUGH THEIR MIWAM ACCOUNT.

Go to Michigan.gov/uia and click on For Employers. Then Login to MiWAM for Employers.

Once in your account, click Ul Tax. If you have more than one account, be sure to click the account
that you want your Work Share plan on.

= MIWAM For Employers X Settings @ Help g Log Off

&, Logon ™ Alerts [E] 1Want To
> D Balance Send Unemployment a Message
View Employer Handbook

Setup Email Reminders

Add or Update Power of Attorney
Apply for WOTC

Request Benefit Charges File
Sign Up for SIDES e-Response

m Recent ltems Multi-Account Services Names and Addresses

(] Accounts

( Ul Tax ,

e Under | WANT TO, click the Register for Work Share Plans hyperlink.

User Information: You are signed in as sparfal234

[ Account ™ Account Alerts ) 1 want To
SPARTA A Make Payment On Outstanding View My Accounts
] - Balance: $37 064.82
> Ul Tax Manage Reports and Payments
2013957 000

Set Go Green Preference
Register Location Account
Use Voluntary Payment Worksheet

et WL LT Recent llems  Account Services  Names and Addresses




Review the Work Share eligibility and agree to the terms and conditions.

1. Work-Share Registration 2. Review and Submit

Work-Share Reqgistration

Work-Share Enroliment Eligibility

Welcome to the UIA Work Share Application

Work Share is a program that permits employers to maintain operational productivity during declines in regular business activity instead of laying off
workers. With this plan, rather than being laid off, eligible emplovers work a reduced number of hours in the work week and receive a portion of weakly
unemployment benefits.

For the time period of 3715/2020 - 8172020 work share is available to any employer who has been in business at least 12 quarters.

Bafore completing the application, review the filing requirements fof submitting your file of covered workers (see Work Share Plan Covered Employees
File Format). This gives the Unemployment Insurance Agency (ULA) the information needed to complete the enrcliment of the workers in your plan. Your
completed file must be submilted with your application.

Onoe your Plan Is approved, you will need to submit a file every two weeks directing the UIA to pay benefits o the employees participating In yvour work
share Plan (see Bi-Weekly Work Share Certification file format).

IMPORTANT NOTE

1. Whan applying for work share, a "Yaes" response should be provided if your business ceased or Bmited oparation becausse of & govermmant
directive related o Covid-19. Charges to your account will be transfered to the Non-chargeable Benefil Accounl (NBA), if applicable,
2. Al other employer's account will be charged 100% of banefits paid through an approved work share plan.
3. The Agency will charge the unemployment account for the requesting employer in the following manner.
a. Contrbuting Employers: Benefits charged to your account under & work share plan will affect your state unemployment tax rate.
b. Reimbursing Employers: Benefits pakd to workers under a work share plan will be charged on your billing statement.

It you have guestons, conlact the Unemployment Insurance Agency's Work Share Helline at 1-844-WORKEHR (1-B44-967-5757) or econlact the Ofice of
Emgiloyer Ombudeman (DED) at 1-B55-484-2638, TTY customers call 1-856-366-0004,

D you wish to ﬁeqwsd :E” -
apply for 8 Wark- red
Share plan? Ll

View Fike Format: Work-Share Plan covered Employees File Format

View File Formal: Bi-Weekly Work-Share Certification File Formal

Q-

You will see a confirmation page. Click OK. Your Work Share registration request has been
submitted. You will receive a web notice indicating your eligibility.

= Confirmation Welcome, Sparticus IR Seltings @) Help g Log O

#% Home » Account: 2013997 000 * Work-Share Registration »  Confirmation

g' Confirmation

Your "Work-Share Registration® request has been submitted and will be processad in the order that it was received. Please click Ok to return o the
previouws scraen. You may also prind this page for your records. An eligiblity nolice will be sent o you today via o web nolice,

Your confirmation number is 1-633-435-648.

Printable Vs




Next, you will need to answer a series of questions to determine if your proposed work
share plan will be approved.

Under | WANT TO, click the Mange Work Share Plans hyperlink.

% Home * Account: 2013997 000

Usear Information: You are signed in as sparfal234

H Account F Account Alerts E I Want To
SPARTA A\ Make Payment On Outstanding View My Accounts
*AT646 Balance: $48,403.20
% Ul Tax Manage Reports and Paymenis
2013297 00D

Sal Go Green Prelerence

= Registar Location Account
Use Voluntary Payment Worksheet
Payment Voucher

Manage Work-Share Plans

Gctel g e LGl Recent tems  Account Services — Names and Addresses

Recent Periods View Perniods

30-Jun-2020 50,00 Outstanding B File Return

Next, click Work Share Plan Application.

Welcome, Sparticus B Settings @ Help g Log Off

£} Home > Account: 2013997 000 » Work-Share

Work-3hare Plans

To view details or modify an existing approved Work-Share
plan, please select from the list below. To begin a new Work-
Share plan application please click the button to the right.

| Filter

Plan Numbe Unit Name Reduction Begin End Status




000000000

—
.

Answer the series of questions. Next, you will need to answer a series of questions to determine if
your proposed work share plan will be approved.

1. Work-Share Plan Application 2. Review and Submit

Work-Share Plan Application

— R —
‘ - Work-Share Plan Application ) Yoy i)

G e WCTigan UlA Wark-Share Application. You will be asked a series of questions to determine if your proposed Waork-Share Plan can be
apprm-ed by UlA, Confirmation of your approved plan, or an explanation of the reason(s) why your plan cannot be approved, will be sent to you today via
aweb natice after the application has been submitted. Please provide responses to the following questions and statements carefully,

Was your business closed or hours limited pursuant o an Executive Order?: lp Reguired e
Requre
What is the name of the wark unit 1o be covered by your Plan7: Reguired
How many employees wark in the affected work unit?: Reguired
Are all employess in the unit covered by the proposed Work-Share Plan?; Reguired v|
What iz your proposed start date of the Waork-Share Plan: p Required E
‘What s your proposed end date of the Work-Share Plan7: Reqiined E
Does your plan cover the entire 52-week plan period, or just certain weeks?: ﬁ:} Entire Plan Period F:, Certaln Weeks
Is this Work-Share Plan application an amendment for a prior Work-Share Plan? o ves |fO Mo
What is the percentage of work reduction proposed for this unit?: Reguirad

Was your business closed or hours limited to an Executive Order? Governor Whitmer signed
several executive orders ordering the closing of certain businesses.

What is the name of the work unit to be covered by your Plan?
Employers are given flexibility to organize each work unit or work division they want to
participate in Work Share. It can be a department, shift or organizational unit.

How many employees work in the affected unit? There needs to be a minimum of two
employees.

Are all employees in the unit covered by the proposed Work Share plan?
What is your proposed start date of the Work Share plan?

What is your proposed end date of the Work Share plan?

Does your plan cover the entire 52-week plan period, or just certain weeks?

Is this Work Share plan application an amendment for a prior Work Share plan?

What is the percentage of work reduction proposed for this unit?
Under Work Share employers can choose to reduce employee hours between 10% and 60%



https://www.michigan.gov/coronavirus

OO0 0000600

Agree to terms and conditions.

Is this Work-Share Plan application an amendment for 3 prior Work-Share Plan? o ve |GGG

What is the percentage of work reduction proposed for this unit?: 45 %
Required
Pleaso read the following carefully:

| will provide full and compilete reports o the unemployment agency retating o the operation of I:';:} | agree f'o | disagree i
this Work-Shate plan as requined by the unemployment agency = >
| will nod hire new employees in, of iransher employees (o, the work unid covered by this plan I_EE} | agree f?} | disagree |
during the afeclive pariod of the Work-Share plan -

1 Wil ot Ly Off participating employees during ihe eNoctive peniod of the Work-Share plan fO 1agee | [O 1disagree

I will not reduce participating employees’ hours of work by more than the Work-Share Plan r'r.':} Lagree F:O | disagree
reduction percentage during the effective period of the Work-Share plan (except in cases of
holidays, designated vacahon penods, equipmen] maintenance, or similar circumstances)

| have obtainged the approval of any applicable collective bargaining unit representative and have [D | Bgres . FD I dmgrou-
nolified all affected amployess who ane nol in & collective basgaining unit of the proposed Work- ;
Share Plan, L

The implementation of this Work-Share plan is in ey of tlemporary layoffs thal would affect at least 'O tagree | [O 1 disagree |
15% of the employees in the affected unit and would result in an equivalent reduction in work
hours.

What ks your estimate of the number of employees who would have been laid off if the plan were rhmwad I
nol implemented?;

+

. I will provide full and complete reports to the unemployment agency relating to the

operation of this Work Share plan as required by the unemployment agency.
UIA may request a report of information about your work share plan including payroll records,
employee notification, union agreements and more.

I will not hire new employees in, or transfer employees to the work unit covered by this plan
during the effective period of the Work Share plan.

A work unit is comprised of the employees included in your work share plan. Keep in mind that, if
you later want to bring additional employees into the unit, you must terminate the plan and create
a new one. You may also create an additional work share plan to add employees.

I will not lay off participating employees during the effective period of the Work

Share plan.

Layoffs during the term of a workshare agreement would void the agreement and a new plan would
need to be submitted.

I will not reduce participating employees’ hours of work by more than the Work Share plan
reduction percentage during the effective period of the work share plan.

I have obtained the approval of any applicable collective bargaining unit representative
and have notified all affected employees who are not in a collective bargaining unit of the
proposed Work Share plan.

Estimate of the number of employees who would have been fully laid off without Work Share.
If you are reopening your business, estimate the number of employees who would continue to be
laid off without a Work Share plan.

Finally, please include how you will give notice to your employees whose hours of work will be
reduced under work share.

It is the employer’s responsibility to inform their employees that they

have been included in a work share plan.




Next, you will need to enter the names and information for all of your employees who will be
included in your Work Share plan. Back at the top of the screen, click Employees.

1. Work-Share Plan Application 2. Review and Submit

Work-Share Plan Application =

Work-Share Plan Ap, lication 8 Employees

Welcome to the Michigan UILA Work-Share Application. You will be asked a series of questions to determine if your proposed Work-Share Plan can be
approved by UlA. Cenfirmation of your approved plan, or an explenation of the reason(s) why your plan cannct be approved, will be sent to you leday via
a web notice aftar the application has been submitted. Please provide responses o the following questions and slatements carafully.

Was your business closed of hours limited pursuant to an Executive Order?: ” |‘re-s
What is the name of the work unit to be covered by your Plan?: TESTING |
i work unit?: m— i 2 |I

Enter each employee’s name, social security number, address, and other identifying information.
Please double check for accuracy to ensure a smooth process.

Th order to Submit you must add all Employees affected in this Plan: 1 out of O

= Work-Share Employoes
Employes B Delete this Record - % Copy row - B Add Employes
SEN frequirea
- Requined
Firsl Mo Regquined e
Format; 990-90.000%
[
e Sireat llne 1 Required
Street line 2
unit Type el Uit ciry i-.'r'.-:,-....-ec.'
State Fequired v|| ZIP I Postal Code [Required
Telephone Drate of Birth (Reguired E Gender )
.S, Citizen TFrequired ~| Face FeapLiresd ~| Hispanic ar fRequired )
Latino?
e Alen Numbssr Alien Explration E Allen Document o~
Drale= Type
Cccupation Code 51 - Production | First Day af Work E Work ZIP

Ul Nurnber fRequired

P Delate this Record T Copyrow I Add Employes

T

1. Employee name - Make sure you enter your employees’ full name.
For example: Matthew Jones, not Matt Jones.

2. Address - Employees home address.

3. Alien Number - For employees who are not citizens of the United States, be sure

to input the Alien Document type and expiration date.
4. UIA Number - the UIA number is your account number with the

State of Michigan.




To enter more employees, click ADD Employees. When you're done adding employees,
click NEXT Step.

Work-Share Plan Application

To use the iImport featura instead of manually keying, upload an Waork-Share Emplayer Filed Claims file using the VIEW FILE FORMAT
Impart button, The file should indude all of the employeeas for the Waork-Share Plan Application, Each record added will

be listed below and can be modified prior to submission,

E order to Submit you must add all Employees affected in this Plan: 0 out of 2

Work-Share Employees

B Add Employes

Last Marme First Mame

Be sure you add all employees before you click NEXT STEP.

Then click SUBMIT.

& Log Off

= Work-Share Plan Application Welcome, Sparticus KB Settings @ Help

£4 Home » Account: 2013997 000 » Work-Share * \Work-Share Plan Application

1. Work-Share Plan Application 2. Review and Submit

Review and Submit

This Work-Sharae Plan Application submission is ready to submit.

£ Previous (tep




Then enter your MiWAM password to certify that the information you have entered is true.
Click OK.

= Work-Share Plan AI-'}FI“BEHDF'I lelcome, Sparticus u Sellings @) Help g Log ONf

I
1. .-- E : ‘Fh! :

I certify that the information provided is true, correct, and completed to the best of my knowledoe
and belief. | will abide by all the terms and conditions of the Work-Share Plan.

Password [oe -

Review and Sug

m

This Work-Share Plan A

You will see a confirmation page.

= Confirmation Welcome, Sparicus 08 Settings @ Help g Log OFf

% Home * Account 2013857 000 » Work-Share » Work-Share Plan Application » Confirmation

@ Confirmalion

Thank you for submilting your Michigan UlA Work-Share plan application, You will be nolified today via a web nolica of your application slatus,

Your plan approval will contain the date when you will be required to bagin submilting your Bi-Weekly Work-Share Cartification fila. You must submit
this file for each two week period that the covered employees are reduced in accordance with this plan.

Your confirmation number is 0-545-701-888. [z

Printable View




NOTICES IN MIWAM

Notices

Whether approved or denied to participate in the Work Share program, the employer will
receive a Notice in their MiWAM Inbox.

4} Home » Notices

& Setiings

© Hep

@ LogOff

Unread?®

Inbox Qutbox
Inbox =
< fgf2 = = 1-200f26
Posted Read Subject Account Id Account Type Quarter Urgent | Attach
28-Apr-2020 PayPoint Request Successiul 2127650 000 Tax 30-Jun-2019 v
28-Apr-2020 PayPoint Request Successful 2127650 000 Tax 31-Mar-2020 ¢

22-Apr-2020 Password Recovery Request

A0 A e AN [ IS SIS B L 1, (NN VR S

Examples of letters for Work Share Enrollment Eligibility and UIA 1054 Notice to

Employees of Approval of Work Share Plan.

n
Work Share Registratic’
- S acu ivil
o - Jines in regula’ bus\nesy
Work Sha! e N)p\ica(ion s - e\\g‘b\e emp dw :
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UIA 1054
\ e = e ST
"ATE OF MICHIS

ST/ HIGAN
DEPARTMENT OF LABOR AND ECONOMIC OPPORTUNITY

JEFF DONOFRIO
UNEMPLOYMENT INSURANCE AGENCY

IRECTOR

Mail Date:

NOTICE TO EMPLOYEES OF APPROVAL OF WORK SHARE PLAN

Social Security Number: XXX-XX-1234 Eligibility Period Begin Date: XX/XX/XXXX

Eligibility Period End Date:

XXIXXIXXXX
Date of First Certification: XXIXXIXXXX
Plan #: XXXXXX

Work-Share Benefit Amount

Maximum Benefit Amount: XXXXX.XX Employer Name: Company XYZ
Weekly Work Share Amount: XXX.XX

Employer Number: XXXXXXX-000

Work Share Information

‘Your employer listed above has been approved to participate in the Work Share Program provided for by
the Michigan Unemployment Insurance Agency (UIA). Work Share is a program that permits employers to
maintain operations during declines in regular business activity instead of laying off workers. Under a work
share plan, rather than being laid off, eligible employees work a reduced number of hours in the work week
and receive a portion of weekly unemployment benefits to make up for the reduced work hours.

The employer is required to file a work share claim on your behalf. For every week that your work hours are
reduced, you will receive the Weekly Work Share Amount shown above, unless you have other
employment and work more hours in your other employment than were reduced by the work share
employer. For example, if you are reduced 10 hours with the work share employer and work 12 hours with
a different employer, you will not receive benefits for that week. You must report the number of hours
worked each week with your other employer to your work share employer.

Tobegin receiving Work Share benefits, you must set up your payment method. To o this, call 1-866-500-
0017. You wil first be prompted to select your language preference, and you will then need to select option

#2 to change payment method. You will need to enter your social security number and create a personal
identification number (PIN), which will then allow you to select a payment method.

Each week your employer will provide information to UIA about your eligibility for benefits. As long as your
employer continues to participate in the Plan, you will receive Work Share benefits up to the total of your
Maximum Benefit Amount (MBA) or the Eligibility Period End Date; whichever occurs first.

If you have any questions regarding your benefits, you must contact your employer.

If your address changes it is important to update it with the Unemployment Insurance Agency.

This notice is not a Determination and cannot be protested.

11

WorkShare




CERTIFICATION

In order for your employees to be paid, you will need to certify your employees eligibility either
weekly or bi-weekly.

On the date of you are to certify, log into your MiWAM account. Click Ul Tax. Then click Manage
Work Share Plans. Here you will see your Work Share plan. Click the File Certification Hyperlink.

f} Home » Account: 2013997 000 > Work-Share

Work-Share Plans

To view details or modify an existing approved Work-Share
plan, please select from the list below. To begin a new Work-
Share plan application please click the button to the right.

| Fiter |
Plan Numbs Unit Name Reduction Begin End Status

56,000 TEST 45% 07-Jun-20: 02-Jan-20:2 Approved

56,001 TESTING 45% 07-Jun-20: 02-Jan-20: Approved  View Plar File Certificati Terminate Pla

Click ADD an Employee.

1. Work-Share Certification 2. Review and Submit

Work-Share Certification

Work-Share Certification

Work-Share Certification for Plan:

Import Instructions: To load values from a file please click 'Impart” on the left hand VIEW FILE FORMAT
alde,

Records can be reviewed using the below display.

Employees

=1=1 Flan Number Last Name Firathame Certification Date 1 Certification Date 2




Add your employee’s information. Be sure to include the Certification Date.

« Certification Date 1 is the first week for which you want your employee to be paid. If you
are on a bi-weekly schedule, you will also input Certification Date 2, to pay both weeks.

« Each certification week begins on a Sunday and ends on a Saturday.

« Certification date 1 or 2 should be the Saturday of the week for which your employees are
being paid.

Import Instructions: To load values from a file please click Imgort’ on the keft hand VIEWY FILE FORMAT
sde,

Records can be raviewed using the below display.

16 [=A1-11-111

Employes Certiflcation B Delete this Record T Copy row 18 Add an Employes
55N 111-11-1111 Plan Numbe r | )
Last Name Prequired Certification Date 1 [Required E ===
FirsiName Prequired GCertification Date 2 | )

B Delete this Record  fa Copy row B Add an Employee

Click on Add an Employee to complete this section for each employee on the plan.
When you have completed certification for each employee, click next step. Then click SUBMIT.

- Work-Share Certification

Work-Share Certification for Plan:

Import Instructions: To load values from a file please click ‘Import” on the left hand VIEW FILE FORMAT
side,

Records can be reviewed using the below display.

« Employees | e
Employee Certification P Delete this Record & Copy row B Add an Employee
S5N p-'?e:r:s-.'ea Plan Mumber [RE‘GIJ-'-"ED
. Required .
Last Mame [R‘e:r:s-.'ec.' Drate 1 [RE‘GIJ-'-"ED E
- Format: S808-09.0958
FirstMame r'.'=.“e|.; Liiredt on Date 2

=]
I Delete this Record s Cop rrow B Add an Employes ’




Enter your MiWAM password. Then click SUBMIT.

= Work-Share Certification W £ © Help

& Log O

B tome > eceunt 20137 000 |

e | certify that | intend ta file Ul claims on behall of my workers.
: Password r".| = |

Review and Suhm_it | “ el

This Work-Share Certification submission

1 w

For security reasons It is imporiant to remembear to close your browser completely when you are done.

Your Work Share certification request has been submitted.

= Confirmation Welcome, Sparticus 8 Settngs @ Help g Log Off

£% Home » Account: 2013957 000 » Work-Share Registration »  Confimation

(& confirmation

Your "Work-Share Registration® reguast has been submitted and will be processed in the order that it was received. Please click Ok to return to the
previous screen. You may also print this page for your records. An eligiblity notice will be sent to you today via a web notice.,

Your confirmation number is 1-633-435-648.

Prinlable View




BULK UPLOAD

Bulk filing is an option for inputting multiple employee files at once.

Your bulk file will need to be created according to the specified file format. To view the
specifications, Click on Manage work share plans;

£} Home » Account: 2013997 000

User Information: You are signed in as sparfal23d

m Account F Account Alerts E I Want Te
SPARTA A\ Make Payment On Outstanding View My Accounts
- TE46 Balance: $49,403.20
% Ul Tax Manage Reports and Payments
2013997 DOD

Set Go Green Preference
& Register Location Account

Use Voluntary Payment Workshes!

Payme
Manage Work-Share Plans

Recent ltems  Account Services  Names and Addresses

@ Recent Periods
30-Jun-2020 50,00 Outstanding @ File Return

Click work share plan application; scroll to the bottom of the page and click View Employee List.

What is your estimate of the number of emplayees who would have been laid off if the plan were [Required |

net implemanted?:

How will you give advanca notice to an employes whose hours of work per week under the plan will be reduced (e.g. Email, Meetings, Notice Posting)?
Required

The Work-Share plan does not affect the fringe benefits of any participating employee. FO 1agree | fO 1disagree |

To complete the application process, upload the Work-Share Covered Workers file by first clicking the "View Employee List” link below and then

Importing the file. Once the file has been uploaded press “Submit” to complete the application.
< WIEWY EMPLO‘(SE LIST )
m Mext Step >




Then click View File Format to view the specifications. Your file will need to be in a .txt format.

% Home » Account 2014108000 » Work-Share »  Work-Share Certification

1. Work-Share Cerfification
Work-Share Certification

Work-Share Certification

Work-Share Certification for Plan: 27000

Import Instructions: To load values from a file please click “Imporf’ on the left hand < VIEW FILE FORMAT ;
side

Rﬂtﬂ.:l'ds. can be reviewed using the below display.

Frd

Employeas

B Add an Employes
S5N Plam Number Last Mame FirstMame Certification Date 1 Certification Date 2




This sample show the specifications to create a bulk file.

Work-Share Filed Claims - File Specifications

This document oullines the file specifications for Work-Share Filed Claims through Werk-Share Program. Files using this format can only be submitted
through the MiWAM Employer Account Work-Share Plan Application.

Layout Specifications
Overview

Max file size is 5 megabytes.
The Work-Share Filed Claim is submitted on the Employer account from which the web request is made.

Employee Detall Record

Each record represants a single claim.

Location | Field Name Width | Description
1-9 Social Security 9 Required. Employes's Social Security number. Must be all digits. Do not include the dashes.
Number
10-38 Last Mame 30 Required, Last name of the employee,
40-84 First name 25 Required, First name of the employee.
B5-24 Street Address 1 30 Employes’s address,
Required. Street Address 1, City, State/Province and ZIP/Postal Code.
85-124 | Street Address 2 30 Acceptable Unit Types:
RET = Apariment
BLD = Building
125-127 | Uit T 3 i
ype LowWw = Lower
FEN = Penthousa
ROM =
128137 | Unit 10 aTF = Stop
TRL = Trailer
UNT = Unit
138157 | City 20 UFF = Upper
If Country is USA then US ZIP Code is Required. [
Acceplable US ZIP Code formats:
158-159 | State or Province 2 499598
code 99999=-59999
9999595990

Il Country i3 Canada then Canadian Postal Code i3 Required.
Acceptable Canadian Postal Code formals:

160-169 | ZIF or Fostal code 10 ASA DAL
ASASRD
170-179 | Telephone 10 Area code and telephone number where the employes can be contacted while lakd off, Usually a home phone number.

This field ks recommended though not required.

Do not include any formatting: (269) 865-2200 should be sent as 2699652200,

180-187 |DOB ] Required. Employee's date of birth, Format is MMDDCCYY where MM ks the month, DD is the day, and CCYY is the
century and year,

188 Gender 1 Employee's gender:

F=Female

M=Male

U or [Spacel=Unavailable

188 U.5. Citizen 1 Required. Is the employee a United States citizen?
T=Yes

H=Ho

180-182 | Alen Document Type |3 Required, if the Employees is NOT a U.5. Citizen.

Type of Allen Documentation:
175 =179 US Resident Card
020 = =20 Certificate of Eligibdity, Student Status
327 = -32T Re-entry Permit
545 = F5-545 Cenification of Birth Aboard
551 = -551 Permanent Resldenl Card By
571 =|-571 Refugee Travel Documnent
7176 = |-776 Employment Authorization Card
0g4 = 1-94 ArrivalDepariure Recond

Bulk File Specifications sample continued on the next page




Bulk File Specifications sample continued from previous page

193-202 | Alien Docurmeant 10 Required, if the Employes s MOT a U.S. Citizen. Allen Mumber assoclated with the document.
Numbser
203-210 | Alien Document B Required, If the Employee is NOT a U.S. Citizen, Expiration date assoclated with the Alien Documentation. Format Is
Expiration Date MMDDCCYY where MM is the month, DD is the day, and CCYY Is the century and year,
2 Race 1 Required, Employee's race;
A=pAslan
B=Black or African American

I=Mathve Amercan or Alaskan Mathe
P=Pacific Islander or Nathwe Hawallan
W=Whita

T=Twao or more races

O=Native American or Alaskan Native
U or [Space]=Unavallable

212 Hispanic or Lating? 1 15 the employes Hispanic or Latino?
T=Yes

N=Mo

U or [Space]=Unavallable

213-220 | First day of work 8 Date the employee started working for the employer, This field is recommended though not required. Formal is
MMDDCCYY where MM is the month, DD is the day, and CCYY is the century and year.

221-222 | Occupation Code 2 Employee's cccupation code. A table of valld occupation codes follows this section, This fleld I recommended though
not réquired,

223-232 | Work ZIP Code 10 Acceplable US ZIP Code formats:
95959

99959-9599

999559999

233-242 | UIA Account Number | 10 Required. UIA Employer Account Mumber. 10 digit with no spaces.

Standard Occupational Classifications

Production, Transportation, and Material Moving
51 Production
53 Transportation
Sales and Office
41 Sales and Related Occupations
43 Office, Administrative and Support
Matural Resources, Construction, etc.
45 Farming, Fishing and Forestry
47 Construction and Extraction
49 Installation, Maintenance and Repair
Service
31 Healthcare Support
33 Protective Support
35 Food Preparation and Serving Related
37 Building and Grounds Cleaning and Maintenance
39 Personal Care and Service
Management, etc. #1
11 Management
13 Business and Financial Operations
15 Computer and Mathematical
17 Architecture and Engineering
19 Life, Physical and Social Science
Management, etc. #2
21 Community and Social Services
23 Legal
25 Education, Training and Library
27 Arts, Design, Entertainment, Sports and Media
29 Healthcare Professionals and Technical




To input a bulk file click Employees, then click Import.

Work-Share Plan Application m

To use the import feature instead of manually keying, upload an Work-Share Emplayer Filed Claims file using the VIEW FILE FORMAT
Import button. The file should include all of the employees for the Work-Share Plan Application. Each record added will
be listed below and can be modified pricr to submission.

E order to Submit you must add all Employees affected in this Plan: 0 out of 5

Work-Share Employees

B Add Employee

SSN Last Mame First Mame
= Add Employee

Mext Step »

Cancel

Select your file. Then click import.
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Under Employees, you will see information for each of your employees. The records can be
modified prior to submission. If there is an "x" next to an employee record, there is an error that
needs to be corrected. Click the employee record to correct the file.

After your files have been imported, click next step.

Work-Share Plan Application =TT

To use the impaort feature instead of manually keying, upload an Wark-Share Employer Filed Claims file using the VIEW FILE FORMAT
Imipart button. The file should include all of the employees for the Work-Share Plan Application. Each record added will
ba listed balow and can be moedified prior to submission.

Wark-Share Employees

B Add Employes

55N Last Name First Name
B (x 123456788 PRETTY LEMOMNDHEAL
5P [« 987604321 PRETTY LATERSS
P [x BBE-BB-BEEE CATTS JOLLIES
i Add Employee
5 Rows L

R -~

e Then click submit. Enter your MiWAM password. Your application has been submitted.

Departmant of Labor ard Econemic Oppartunity

UNEMPLOYMENT INSURANCE

| = Work-Share Plan Application

Rl

| carlify that the information provided is true, correct, and completead 1o the best of my knowladge
‘L an-ﬂﬂsl‘hnlq and haef. | will abide by all the terms and conditions of the Weork-Share Plan

Password riil-iiiti? - |

This Waork-Share Plan A

[ Cancs | ¢ Previous Step

|
\ Review and Su|
| .




You will see a confirmation page.

Department of Labor and Ecanamic Opporunity

UNEMPLOYMENT INSURANCE

= Confirmation Welcome, Work Share Seftings Help & Log Off
o

€% Home > Account: 2014106 000 ;> Work-Share » Work-Share Plan Application » Confirmation

@ Confirmation
Thank you for submitting your Michigan UL& Work-Share plan application. You will be notified today via a web notice of your application status.

Your plan approval will contain the date when you will be required to bagin submitting your Bi-Weekly Work-Share Carification file. You must submit
this file for each two week period that the covered employees are reduced in accordance with this plan.

Your confimmation number is 0-791-519-232

0K




BULK CERTIFICATION

You can also upload a bulk file to certify for your employees. Your bulk file will need to be created
according to the specified file format. To view the specifications for bulk certification, Click on
Manage work share plans; click Certification. Then click view file format

#4 Home » Account: 2014106 000 » Work-Share » Work-Share Certification

1. Work-Share Cerlification -

Work-Share Certification

Work-Share Certification

Work-Share Certification for Plan: 27000

Import Instructions: To load values from a file please dick Import’ on the left hand < VIEW FILE FORMAT ;
side

Records can be reviewsd using the below display.

ir

Emplc

B Add an Employae
SSN Plan Number Last Mame FirstMame Cortification Date 1 Cortification Date 2
w Add an Employes

Work-Share Certification - File Specifications

This document putiines the file specification for Work-Share Cedifications, Files using this format can only be submited through MIWAM,
Layout Specifications

Overview

The Work-Shane Genilication fs must be submitked for each Work-Share Plan independently; one fie cannol contain information for multiple qans. The flile may only contain records for
employees that were estatlished during the plan application, but all emplovess in fe plan do not need to be entered inio the file for @ to be accaptad,

The Werk-Share Certificsticn fa |s usad to quickly certfy work-share benelits for empicyaes in the plan. The file does not contsin a header recard, and each row should contaln employes
information for e cenlincation.

Employee Detail Record

Lecation | Fiald Nama: Width | Description

13 Plas Mumbrer a Sie-digh VWionk-Sheare plan rumber, e.g. " 123455

615 Sacial Security -] Empliyii’s Social Sacurty rumbar. Must bl digis Do not nichda the dadhis

Mumber

16-32 Lt Mame 7 Ligil i al the ermgicyed

3344 |Frst Mamo 12 First rama of B omployes

45.52 Cantificanon Dase 1 & mmma 1. Fomat 5 MMODDCCYY whare MM (s the mondn, DD s the day, and CCYY 5 e cemury and year. The cemfication date mast be &

iy

5380 Caitificabon Date 2 & ah‘:dn:ymn Date 2. Foimal is MMDDCCYY whisie MM is the mondh, DD s the day, and CCYY 5 e ceniury aind yeal. The cerificalion dale must ba a

Satu

22 @ WorkShare




To input a bulk file: On the certification page, clickimport.

Work-Share Certification

Work-Share Certification for Plan: 27000

VIEW FILE FORMAT)

Records can be reviewed using the below display.

B Add an Employee
55N Plan Number Last Mame FirstName Cerification Date 1 Cerfification Date 2
o Add an Emplovee

Select your file. Then click import.

Select a file to impaort: B Add an Employes

Certifcation Date 2

|

_trouge.. |

Cance

o Add an Employee

Hax Siep »




You will see information for each of your employees. After the employees are added,
then click next step.

Emple
B Add an Employes
S5N Plan Mumber Last Name FirstName Cerfification Date 1 Cerfification Date 2
SR ¢ 338-27-4355 27,000 WORKSHARE JOLLY 08-May-2020
o I e 215-52-5132 27,000 WORKSHARE RANCHER 09-May-2020
L Add an Employee
2 Rows

= B >

Enter your password and click SUBMIT. You will then see a confirmation. Click OK.

Department of Labor and Economic Opportunity

UNEMPLOYMENT INSURANCE

= Confirmation Walcoma, Work Share # Seftings ﬂ Healp E Log Off

4 Home » Account: 2014106 000 » Work-Share * Work-Share Cerdification » Confirmation

@ Confirmation

Your "Work-Share Certification” request has been submitted and will be processed in the order that it was received. Please click Ok to refumn to the
previous screen. You may also print this page for your records,

Your confirmation number is 1-286-971-392.

Printable View




HOW TO TERMINATE

A WORK SHARE PLAN

Please note that your Work Share plan may be terminated at any time. Click Terminate
Plan for the Plan number and work unit you wish to terminate. Once terminated, the Work
Share plan cannot be reopened and a new Work Share plan must be submitted.

= Home £ setings @ Help g Log Off

4} Home » Account: > Work-Share

Work-Share Plans
To view details or modify an existing approved Work-Share Work-Share Plan
plan, please select from the list below. To begin a new Work- Application
Share plan application please click the button to the right.

Filter

Plan Numbe Unit Name Reduction % Begin End Status

SERVICE 1 40% 05-Jan-2020 26-Dec-2020 Approved  View Plan File Certificatic

Terminate Plan

SERVICE 1 40% 08-Sep-2019 28-Dec-2019 Ceased View Plan

Click next step, then click submit.

= Work-Share Termination Welcome, Work Share 8 Seftings @ Help

o Log Off

% Home » Account: 2014106 000 » Work-Share » Work-Share Termination

1. Work-Share Termination 2. Review and Submit

Work-Share Termination

Terminate Work-Share Plan

Work-Share Plan Termination TESTING WORKSHARE

Submitting this request will terminate the Work-Share plan listed below:
Work-Share Plan GE000

Once terminated, the Work-Share plan cannot be reopened and a new Work-Share
application must be submitted.

Mt y‘.r'.rp >




= Work-Share Termination Walcome, Work Shara

% Homa »  Account: 2014106 D00 » Work-Share » Work-Share Termnination

1. Work-Share Termination 2. Review and Submil

Review and Submit

This Work-Share Termination submission is ready o submit.

=

Enter your MiWAM password. You will receive a confirmation page.

= Work-Share Termination

f Home » Account 2014106000 » Work-Shate »  Wark-Share Temmination

1 work stare Torr
| cedtify that the information | have given on this request is accurate and complete to the best of

Review and Sul my knowledge and belief. | understand that this will terminate the Work-Share plan and it cannot
be re-opened.

This Work-Share Termir  Passward fasessens|

Submil

= Confirmation Welcome, Work Share  IF Settings @ Help g Log Off

£} Home » Account 2014108000 » Work-Share * Work-Share Termination » Confirmation

@' Confirmation

Your "Work-5hare Termination™ request has bean submitied and will be processed in the order that it was received, Please click Ok to return fo the
previous screan, You may also print this page for your records.

Your confirmation number is 1-865-261-058,

Printable View




WORK SHARE EXAMPLE

Here’s an example: A company with 100 employees finds it necessary to lay off 20 people.
With Work Share, the employer keeps all 100 employees on the payroll, but reduces their
work week from five days to four days. This will achieve the desired 20 percent reduction in
payroll. All 100 employees will continue to earn wages for four days and also are eligible for
Work Share benefits for the fifth day. While weekly benefit rates vary from person to person,
if a worker was fully unemployed, their weekly benefit amount would be, for example, $362.
Under Work Share, a worker whose hours were reduced by 20 percent would receive a $72
Work Share benefit ($362 x 20% = $72).

Under the federal CARES Act, employees that receive a percent of Michigan unemployment
benefits (including Work Share) also receive the weekly $600 federal benefit through July 2020.

HOW IT WORKS FOR BUSINESS

FOR EXAMPLE:

A BUSINESS THAT IS FACING A
20% REDUCTION IN PRODUCTION
USUALLY LAYS OFF ONE-FIFTH
OF ITS WORKFORCE.

PRODUCTION REDUCED BY

20% =1/5

OF WORKFORCE

(e

UNDER WORK SHARE, THE FIRM
RETAINS ITS TOTAL WORKFORCE
ON A FOUR-DAY-A-WEEK BASIS.

100%

WORKFORCE
4 paxs A week

MIT JWlTh

L 32Hours — -8 Hours

PRODUCTION CUT BY
REQUIRED 20%

HOW IT WORKS FOR EMPLOYEES

FOR EXAMPLE:

IF AN EMPLOYEE EARNS

$775

PER WEEK

THEN LOSES HIS JOB, THEY WOULD
BE ENTITLED TO RECEIVE

$362

PER WEEK rromM
UNEMPLOYMENT BENEFITS

WITH WORK SHARE, EMPLOYER
REDUCES HOURS BY 20%

$620

4 DAY WORK WEEK

RECEIVES BENEFITS FROM THE
WORK SHARE PROGRAM FOR THE
DAY OF LAYOFF

$72

1 DAY LAYOFF
($362 X 20%)

KEEPS ALL EMPLOYEE!
AND REDUCES
LABOR COSTS.

AVOIDS THE EXPENSE
OF RECRUITING,
HIRING AND
TRAINING NEW
EMPLOYEES.

EMPLOYEES KEEP THEIR JOBS
AND RECEIVE MORE INCOME
COMPARED TO FULL UNEMPLOYMENT

$692

4 DAY WORK WEEK
+ WORK SHARE BENEFITS

+ ADDITIONAL

$600

FEDERAL BENEFIT
THROUGH JULY




BENEFIT PAYMENTS

Benefit payment x reduction % = Work Share Amount + PUC =Total Benefit

Hourly Benefit *Work Share PUC o
Pay Payment amount Payment Ul Benefit
Amount

$17.00+ $362.00 $181.00 $600.00 $781.00
$16.00 $341.00 $170.50 $600.00 $770.50
$15.00 $320.00 $160.00 $600.00 $760.00
$14.00 $298.00 $149.00 $600.00 $749.00
$13.00 $277.00 $138.00 $600.00 $738.00
$12.00 $256.00 $128.00 $600.00 $728.00
$11.00 $235.00 $117.00 $600.00 $717.00
$10.00 $213.00 $106.00 $600.00 $706.00
$9.00 $192.00 $96.00 $600.00 $696.00
$8.00 $171.00 $85.50 $600.00 $685.50

Participant receives a percentage of regular unemployment benefits plus
additional $600 Federal PUC compensation through July 2020.

28 & WorkShare




WORK SHARE FAQs FOR EMPLOYERS

Q. What is Work Share?

A. Michigan’s Work Share program provides employers with an alternative to layoffs when the work
available to employees decreases. Instead of the employer laying off some employees, all employees
share the available work by working reduced hours and collecting a portion of unemployment
compensation, or UC, benefits. To receive approval for a Work Share plan an employer must certify that
the plan is in lieu of layoffs and would result in a reduction in hours for all employees.

Q. Why should an employer consider using the Work Share program?

A. Use of the Work Share program immediately minimizes or eliminates the need for layoffs, enables

a business to retain trained employees, and avoid the expense of recruiting, hiring and training new
employees. Work Share also saves employers money and allows them to keep their skilled workforce. In
addition, employees retain their fringe benefits are spared the hardship of full unemployment.

Q. How exactly does the program work?

A. Weekly benefits amounts vary depending on past employment history. If a worker establishes
weekly benefit amount, for example, of $360, under the Work Share program, a worker whose hours
were reduced by 10 percent would receive a Work Share benefit payment of $36 ($360 x 10%) in
addition to their wages. Currently employees receiving Work Share benefits are also eligible to receive
the Federal Pandemic Unemployment Compensation (PUC) of $600.00 per week through July 25, 2020
in addition to their Work Share benefit.

Q. What are the requirements to receive Work Share benefits?

A. Participating employees must have earned a sufficient amount of wages in order to establish a
regular unemployment claim in order to receive Work Share benefits. The program requires employers
to maintain the fringe benefits of participating employees; and if the employees are covered by a
collective bargaining agreement approval must be obtained from the bargaining representatives to
participate. To receive approval for a Work Share plan an employer must certify that the plan is in lieu of
layoffs and would result in a reduction in hours for all employees.

As a result of Executive Order 2020-76, Work Share program eligibility requirements have been revised.
To participate in Work Share:

All employees in the affected unit must participate in the plan.

A plan must include a minimum of two employees.

Plans may be approved for any period of up to 52 consecutive weeks.

Employee work hours may only be reduced by a minimum of 10% up to a maximum 60%.
Work Share does not apply to seasonal, temporary, or intermittent employment.

Employers may have multiple plans covering separate work units. A work unit is the employees an
employer selects to be covered by a Work Share plan. Employers are given flexibility to organize each
work unit they want to participate in Work Share.

Q. How many employees are required for a Work Share plan?
A. AWork Share plan must have at least two participating employees.




WORK SHARE FAQs FOR EMPLOYERS conro

Q. Are there any requirements for employee participation?

A. Yes. Employees must have earned enough wages to qualify for a regular unemployment claim
in order to participate in the Work Share Program. Employees who will work 40 or more hours per
week while the plan is in effect are also excluded. An employee cannot have more than one active
unemployment claim and must stop certifying on their regular unemployment insurance claim the
week they return to work on a Work Share plan.

Q. How many hours of work can be reduced in a Work Share plan?

A. An employer may only reduce hours by at a minimum of 10 percent to a maximum of 60 percent
(Executive Order 2020-76).

Q. Must hours of work be reduced equally for all employees?

A. All employees participating in the same Work Share plan must be treated equally, with the same
percentage of hours reduced. However, there may be multiple Work Share plans for an employer
covering different units. For example, one Work Share plan may reduce the employees’ hours by 25
percent and another plan for a different department, unit, or location, may reduce hours by 40 percent.

Q. If an employer chooses Work Share, must he or she use it for their
entire business?

A. No. AWork Share plan can apply to a department, shift or organizational unit. Employers are given
flexibility to organize each work unit they want to participate in Work Share.

Q. Can I lay off some of the workers participating in a Work Share plan and
continue the plan with the remaining individuals?

A. No.You may not lay off any employees in a Work Share plan during the duration of the plan.
However, if layoffs are unavoidable you can terminate the Work Share plan for that unit and create a
new plan.

Q. How long can my employees receive Work Share benefits?

A. Assuming an employee is otherwise eligible, he or she may receive Work Share benefits until the
Work Share plan ends, or up to a maximum of 26, whichever comes first.

Q. How does an employer sign up for the Work Share program?

A. Employers may file an application online through the Michigan Web Account Manager (MiWAM) at
michigan.gov/uia.

For more information about Work Share, visit Michigan.gov/workshare or call the Office of Employer
Ombudsman at 1-855-484-2636.

Q. Should my application specify which employees will be participating in
the Work Share program?

A. Yes.The plan must include the name, Social Security number, normal hours worked per week, and
the proposed reduction of hours per week for the employees in the affected unit.



https://www.michigan.gov/leo/0,5863,7-336-78421_97241_89981_90231_90233-352546--,00.html

WORK SHARE FAQs FOR EMPLOYERS conro

Q. How will I know if my Work Share plan is approved?
A. Employers are notified through their MiWAM account if the plan is approved or denied.

Q. How long does the Work Share program last?
A. AWork Share plan can last up to 52 consecutive weeks.

Q. What are the costs associated with the Work Share program?

A. There is no charge to enroll in the Work Share program. Work Share benefits are charged in the
same manner as regular unemployment benefits, that is, to each participating employee’s base period
employers. However, as part of the Coronavirus Aid Relief and Economic Security (CARES) Act 2020,
benefits paid under an approved work share plan for the weeks ending 4/4/20 through 12/26/20 will be
100 percent federally funded and will not be charged to the work share employer.

Q. Can an employer enroll his employees in the Work Share program if they
are behind in paying their unemployment insurance taxes?

A. Currently, due to the Governor’s Executive Order 2020-76, yes, employers who have an outstanding
unemployment insurance tax balance can participate in work share.

Q. If an employer has union employees, must the union approve Work Share?
A. Yes.

Q. Not every employee within the “affected unit” is a union member; can the
unit still be approved for a Work Share plan?
A. Yes.

Q. Can the union representative request a modification or termination of a
Work Share plan?

A. No.The union cannot unilaterally modify or terminate a Work Share plan.

Q. Why would a union member with seniority agree to reduced hours
through Work Share when his/her job would be secure and an employee in
his unit with less seniority would be laid off?
A. Work Share preserves the jobs and benefits of all the employees within the unit thereby:

e eliminating the need for training new employees when work has returned to full time

e maintaining the level of productivity and skills
e sustaining the union workforce

Q. What other responsibilities does an employer have after the plan is approved?

A. The employer will be required to submit certifications on behalf of their employees on a weekly or
biweekly basis.

It is the employer’s responsibility to inform their employees that they have been included in a work
share plan. Visit the UIA Work Share website at Michigan.gov/workshare for
a flyer which may be provided to your employees about Work Share.




WORK SHARE FAQs FOR EMPLOYERS conro

Q. Can an employer with multiple businesses enroll one business in Work
Share and not the other?
A. Yes.

Q. How does an employer terminate their participation in the
Work Share program?

A. An employer may terminate a Work Share plan by providing written notice to the Unemployment
Insurance Agency. The Unemployment Insurance Agency may also terminate a plan for good cause.

Q. Can an employee of an employer enrolled in Work Share participate if
they have a part time job or another source of employment?

A. Yes. However, if you have other employment and work more hours in your other employment

than were reduced by the Work Share employer it is possible that your weekly unemployment benefit
amount would be affected. For example, if you are reduced 10 hours with the work share employer and
work 12 hours with a different employer, you will not receive benefits for that week. You must report
the number of hours worked each week with your other employer to your work share employer.

Q. Must an employee actively seek other work or accept other work while
participating in Work Share?

A. No, Work Share participants are exempt from the seeking work requirement. However, to be eligible
for Work Share benefits, a participating employee must be available for his or her normal weekly hours
of work with the Work Share employer.

Q. What happens if an employee receives holiday, sick or vacation pay?

A. To the extent that holiday, sick, or vacation pay is received for hours the employee would have
worked under the Work Share plan, the employee’s eligibility for Work Share benefits would not be
affected. However, if a participating employee works the number of hours determined under the plan
and receives holiday, sick or vacation pay for additional hours, his or her unemployment claim eligibility
will be determined without regard to the Work Share provisions of the unemployment law. This would
occur, for example, if an employee works Monday through Thursday under a plan that calls for a 20
percent reduction in work hours and gets paid for a Friday holiday.

Q. If an employee already has a regular unemployment claim on which the
benefit year has not yet expired, does he or she have to apply for another
claim under Work Share?

A. No.The employees’ regular unemployment claim will be stopped and benefits will be paid under
the employer’s Work Share Plan.

Q. Will the Work Share employer be required to report the wages an
employee earns from their part-time employer?

A. No. Earnings from the employee’s Work Share employer or part-time employer are not reported
during a Work Share plan period.




WORK SHARE FAQs FOR EMPLOYERS conro

Q. Where can an employer direct questions about Work Share?

A. For more information about Work Share, visit Michigan.gov/workshare or call the Office of Employer
Ombudsman at 1-855-484-2636.

Q. For those employers approved, will employees start receiving partial
Unemployment Insurance benefits when their hours are reduced or when
the employer’s application is accepted?

A. Employees will be eligible for Work Share benefits after the Work Share Plan (application) is
approved.

Q. If you laid off employees, can you re-hire them and then put themon a
Work Share plan? If so, how long do you have to wait?

A. Yes, employers can participate in Work Share after re-calling their employees. There is currently
no waiting period to apply. Note: Returning employees who had already filed and are receiving
unemployment insurance benefits on their regular claim must stop certifying for benefits on the
regular claim, and will begin receiving benefits on the Work Share plan.



https://www.michigan.gov/leo/0,5863,7-336-78421_97241_89981_90231_90233-352546--,00.html

WORK SHARE FAQs FOR EMPLOYEES

Q. What do | do if my employer has been approved for Work Share?

A. Your employer will provide you with information regarding participation in a Work Share Program.
Once a plan is approved, the Unemployment Insurance Agency will send you Form UIA 1054, Notice to
Employees of Approval of Work Share Plan, explaining your weekly benefit amount while participating in
Work Share, your weeks of eligibility and your employer Work Share Plan begin and end date. This letter
will also provide you with instructions on method of payment. You do not need to contact UIA to file
(certify) for your weekly Work Share benefits, this will be completed by your employer.

Q. Will my participation in Work Share affect future Unemployment
Insurance benefits?

A. It is possible that your future weeks of eligibility for Ul benefits will be reduced. Any future benefit
reduction will be calculated based on the percentage of work reduction as indicated on your employer’s
Work Share Plan.

Q. When will | receive my weekly Work Share amount?

A. After UIA notifies you of your eligibility for Work Share Benefits, your employer will submit all of the
certifications on your behalf. Form UIA 1054 will provide you with information regarding eligibility weeks
and benefit amount. You will be receiving your weekly benefit amount after the employer certifies the
Work Share Plan. You will receive your benefit payment within 2-3 business days after the certification.

Q. How will I receive my weekly Work Share amount?

A. Payments are deposited on a UIA issued debit card from Bank of America or direct deposit to your
financial institution of choice. To set-up direct deposit you will need to create a Michigan Web Account
Manager (MiWAM) and enter your direct deposit information under the Claimant Services tab, or call
1-866-500-0017 and select the payment method option. You will need to have your financial Institution’s
routing number and your account number available. If no option is selected, your method of payment
will default to debit card. If you have previously selected a method of payment, your option will remain
the same.

Q. Can an employee enrolled in Work Share participate if they have a part
time job or another source of employment?

A. If you have other employment and work more hours in your other employment than were reduced
by the Work Share employer it is possible that your weekly Ul benefit amount would be affected. For
example, if you are reduced 10 hours with the work share employer and work 12 hours with a different
employer, you will not receive benefits for that week. You must report the number of hours worked each
week with your other employer to your work share employer.

Q. Must an employee actively seek other work or accept other work while
participating in Work Share?

A. No, Work Share participants are exempt from the work registration requirement. However, to be
eligible for Work Share benefits, a participating employee must be available for his or her normal weekly
hours of work with the Work Share employer.
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Q. What happens if | am in a Union?

A. If you are represented by a union, it is the responsibility of your employer to contact your union
and have the agreement of the collective bargaining agent to participate with a Work Share Plan. Your
employer is required to contact the union and receive consent for participation from the collective
bargaining agent.

Q. What happens to my health, retirement or other benefits while my hours
are reduced on Work Share?

A. Employers with an approved Work Share Plan must continue to provide benefits to affected
employees as though their work weeks have not been reduced.

Q. I was receiving a standard Ul claim then | was recalled back to work and
told that my employer is having me participate in Work Share. Do | continue
to certify my standard Ul claim?

A. While participating in the Work Share Program, do not certify on your previous standard claim. While
the Plan is in effect, your employer is responsible for certifying you for benefits. You cannot receive
benefits under a standard Ul claim and a Work Share claim. Certifying on a standard Ul claim while
receiving benefits for participating in the Work Share Program could result in a fraud finding against
you, and result in your benefits being stopped, penalties assessed against you and possible criminal
prosecution.

Q. My employer was participating in the Work Share Program and
subsequently completely laid off staff. What do 1 do?

A. If you are completely laid off from the Work Share Employer, you can file a standard Ul claim and it
will be reviewed for benefit eligibility.

Q. Can | protest my Work Share claim or benefit amount?

A. A Notice to Employees of Approved Work Share Plan, cannot be protested. Your employer handles the
entire Work Share process including application, participant list and the work reduction percentage
resulting in the payment of Work Share benefits.

Q. Who can | contact regarding my Work Share benefits?

A. If you have any questions regarding your participation in the employer’s approved Work Share Plan,
you must contact your employer.

Q. What type of unemployment insurance benefits will I get if | go on
vacation for a week?

A. If you do not work any hours for your employer and you are not available for work during the week
(vacation), you are not eligible for any type of Ul benefit. Your employer should not certify your Ul
benefits for the week in which you took vacation.
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Q. Will child support payments or taxes be deducted from my
Work Share benefits?

A. Unlike a standard Ul claim where taxes and intercepts for child support are deducted from your
claim, a Work Share benefit payment will NOT include deductions of taxes or child support. You will
receive a 1099 at the end of the year in which you will have to declare during tax filing.

Q. My employer has me on a Work Share Plan in which my hours were
reduced by 50%. However, this week my employer had me work my
full-time hours. Am | eligible for the Unemployment Insurance Work Share
benefits?

A. No. If your employer indicated on the plan application that you had a reduction of work by 50% of
your hours and you worked above those hours for the week, your employer should not certify you for a
Work Share benefit for that week. You will not be paid unemployment insurance benefits for that week.

Q. What happens if | use a day of paid leave (sick, vacation, personal) during
a Work Share week? What about unpaid time off?

A. If you miss any time during a week and receive paid leave, those hours count as worked time for
calculating Work Share benefits.

If you take leave that is unpaid or you fail to work all available hours, you may not be eligible for
unemployment benefits during that week. For instance, if you are three hours late for work and are not
paid for those three hours by your employer, your employer should not certify your weekly Work Share
benefit and you will not receive payment.

It is your employer’s responsibility to maintain an accurate record of your work hours in order to certify
your work share benefit.




	Structure Bookmarks
	Article


