
If you have to apply by phone 
because you don’t have a New 
Jersey driver’s license or ID, you 
should choose to input basic in-
formation into the automated sys-
tem. We have been advised by the 
NJDOL that this information can 
be used by its staff to complete 
your unemployment application 
so you don’t have to keep calling.

Please apply during the first 
week, but if it takes longer than 
one week to file your claim, you 
will not be disqualified. As long 
as you are approved, you will 
receive weekly payments for the 
duration of the program.

It’s our understanding that pay-
ments come separately for state 
UI and the federal supplement on 
Monday or Tuesday each week. 
Whenever you are approved, you 
will receive weekly payments for 
however long you are in the pro-
gram (10 weeks for most people).

This instruction can’t be empha-
sized enough. No matter what 
you are told by email, a website, 
or a live agent, DO NOT CERTIFY.  
Doing so could significantly 
delay payments. However, when 
you finish your application, you 
SHOULD click “submit” and “cer-
tify” that your answers are true.

You don’t need to gather the 
“Amount and duration of any 
separation pay” (because you 
aren’t getting severance pay for 
separating from the university). 
If you are a union member, the 
name of your union is Rutgers 
AAUP-AFT and your local num
ber is 6323. But you are NOT 
hired through the union.

What to Watch For When Filing

When you apply by phone, whether you speak to a live agent 
or go through the automated system, you won’t answer all 
the same questions as the online form. But you should still 
gather the information described above and be familiar 
with the instructions below to answer the questions.
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Remember that you have a full 
week to apply for unemployment 
(and longer if you need it to, for 
example, apply by phone). It is 
better to wait and be sure you 
can answer all the questions 
correctly and have all the infor-
mation you need to provide then 
to finish the application with 
incorrect information. If you 
have any problems applying, 
report them to UHR and fill out 
this Google form so our union 
can try to assist you.

If you are applying online and 
repeatedly get a message saying 
a new account can’t be created, 
you should email hr_operations@ 
hr.rutgers.edu and ask University 
Human Resources to help you 
resolve the problem.

What to Watch For When Filing

If you don’t have a New Jersey 
driver’s license or state ID, 
DON’T fill out the online applica-
tion. See the instructions on the 
previous page.

It may be difficult to get through 
to a live agent. Please try, and if 
you are told an agent will call you 
back, make plans to take that call. 
But if all you can do is answer the 
automated questionnaire asking 
for basic information, we have 
been assured that the NJDOL will 
be able to complete your applica-
tion and approve your claim.

If you don’t have a New Jersey 
driver’s license, but you do have 
a phone with a New Jersey area 
code, call one of the three in-
state phone numbers.
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If you are asked for the amount 
and duration of any separation 
pay, answer “none.” You aren’t 
getting severance compensation 
because you are not separating 
from the university.

For the purposes of work-sharing, 
your last day working full-time 
(without furloughs) is the day 
before the program officially 
started, so fill in “04-17-2021.”

This question is meant for people 
who have been laid off and might 
be recalled by their employer. 
You are not laid off, so you won’t 
be recalled. Answer “No.”

What to Watch For When Filing
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What to Watch For When Filing

If you have any 
problems applying 
for your unemploy-
ment payment, re- 
port them to UHR 
and fill out this 
Google form so our 
union can try to 
assist you.

Do NOT certify under any 
circumstances. You are not 
unemployed, so you don’t have 
to certify that you are seeking 
employment. This is especially 
important to remember for those 
who apply by phone, because not 
all agents will be familiar with a 
work-sharing program. However, 
as explained above, you SHOULD 
click “submit” at the end of the 
online application and “certify” 
that your responses are true.

If your application and approval 
are delayed, you will still receive 
weekly payments for the dura-
tion of the program, even if the 
payments stretch into July.
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