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Overview

Any individual who loses their job as a result of a permanent layoff or plant
closure is considered to be a "dislocated worker". The Workforce Investment Act
(WIA) extends a wide range of services to dislocated workers. In Maryland, there
IS an extensive network of service providers in place to assist you during this
transition. It is important that you become aware of the services that are available
to you. Our primary objective is to inform you of the choices that you have and to
help alleviate some of the stress that you may be feeling.

Although this can be a difficult time, there are many people out there who are
working hard on your behalf to ease this transition. This may be an excellent
opportunity for you to make a career change, to upgrade existing skills and to
learn what is needed to be successful in the workforce. A wide range of career
training is offered such as Certified Nursing Assistant (CNA), Commercial
Driver’s License (CDL) and other in-demand occupational trainings.

This guide offers information regarding many of the services that are available to
you through the One-Stop Job Market located at 917 Mt. Hermon Road in
Salisbury, Maryland, as well as some helpful web links to other local offices.
Throughout this process, you will be informed of the range of services available as
well as where, when and how to access those services. We certainly hope to cover
all of the bases for you! Please be aware that in order to take full advantage of all
of these services, you must have been employed with your company at the time of
the layoff or closure announcement. However, if you were employed after this
date, you still have access to what are known as core services such as basic
computer training, job search assistance and resume writing.

We look forward to working with you!

One-Stop Job Market

917 Mount Hermon Road
Salisbury, Maryland 21804
(410) 341-6515 Phone
www.onestopjobmarket.org
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MARYLAND UNEMPLOYMENT INSURANCE CLAIM
INFORMATION

All unemployment insurance activities are conducted by telephone or internet.

Your new claim will be effective the Sunday of the first week you are unemployed
and file an initial (new) claim. If you have filed a new claim for benefits in the past
year, you will be reopening that claim.

Your claim is based on your earnings during the first 4 of the last 5 completed
calendar quarters. This is called a “Base Period”. For new claims filed in April,
May and June 2011, benefits will be based on earnings from January 2010
through December 2010. For new claims filed in July, August and September
2011, benefits will be based on earnings from April 2010 through March 2011. If
a claimant does not qualify for benefits using the above “standard” base periods,
the claim will be recalculated using the last 4 completed calendar quarters.

The maximum weekly benefit amount is $430. Your benefit amount will be
approximately 54% of your average weekly wage during the highest quarter of
your base period.

You may receive dependent allowance of $8.00 for any child, stepchild or legally
adopted child under age 16. The child’s social security number must be provided
when you file. Your regular weekly benefit cannot exceed $430 including
dependent allowance.

Your claim remains in effect for one year from the date you first file. During that
year, you may collect up to 26 weeks (six months) of benefits. There is currently
an extension to the basic 26 weeks for claimants who exhaust their initial 26
weeks by December 24, 2011. The future status of this extension will depend on
action by the U.S. Congress.

Unemployment Insurance benefits are taxable. You may have federal and/or
Maryland taxes withheld from your benefits.

Vacation or Holiday Pay paid at the time of an indefinite or permanent layoff is
not deductible from your unemployment insurance benefits. Severance Pay is
deductible for the weeks covered by the payments. Pension payments made in a
lump sum will not affect your unemployment insurance benefits. A monthly
pension from a “base period” employer will affect your unemployment benefits.

All earnings from full time and part-time work or odd jobs must be reported. You
may work part-time and still receive unemployment benefits. If your total weekly
gross earnings are less than your weekly benefit amount, you may be paid
“partial benefits”. The law allows you to earn $50 per week before reduction of
benefits begins. Each $1 you earn in excess of $50 reduces your benefits by $1.
Remember, all earnings must be reported. . (For claims effective prior to March
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6, 2011, the amount of earnings allowed before reduction of benefits is $100.
Each $1 earned in excess of $100 will reduce your benefits by $1.)

You must be able and available for work in order to receive benefits. You must
actively look for work unless you enter into an approved training program through
the Workforce Investment Act.

You must accept available suitable work if it is offered to you. Suitable work is
work that is within your skills and abilities to perform, and pays the prevailing
wage rate — the going rate for that type of work in your local labor market. The
prevailing wage rate may be less than the wages on your last job.

If you are in approved training, you will not be required to look for a job or accept
other work while you are in training. This exemption only applies while you are
actually attending classes or training sessions.

TO RECEIVE BENEFITS:
1. To beqin the process, file your INITIAL UNEMPLOYMENT INSURANCE
CLAIM:

To receive benefits promptly after your layoff, you must open your initial claim
during the first week you are unemployed. You may file by phone or internet. You
may either call the telephone number of the Salisbury Claim Center listed below,
or visit our website: www.mdunemployment.com. Remember, your claim starts
the week you call or file by internet. Backdated claims will not be accepted.

2. To receive benefit payments, you must file what are called CONTINUED
CLAIMS:

You must request payment with a phone-in system called “TELECERTS”, or by
internet using a system called “WEBCERTS". Detailed instructions on how and
when to file continued claims will be given in an information pamphlet that will be
mailed to you when you file your initial claim. Please read the pamphlet.

Debit Cards:

Benefits are now paid through a debit card that will be mailed to when you are
determined eligible for benefits after you file your initial claim. The card, supplied
by Citibank, will arrive in a yellow envelope. Full instructions on activating the
card, direct deposit options, and managing your account are included with the
card. Citibank’s toll free customer service number is 1-800-582-4910.
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Important Phone Numbers:

Salisbury Claim Center:
From Upper Shore (toll free): 1-877-293-4125
From Lower Shore and from Outside Maryland: (410) 334-6800

Current claim line hours: Monday through Friday, 8:00 a.m. to 4:00 p.m.

Claimant Information Service & Telecert Line
From Eastern Shore of Maryland: 1-800-827-4839
From Baltimore area and Outside Maryland: (410) 949-0022

TTY Lines
From Eastern Shore of Maryland: 1-800-827-4400
From Baltimore area and Outside Maryland: (410) 767-2727

MAILING ADDRESS:

STATE OF MARYLAND — DLLR, DIVISION OF UNEMPLOYMENT
INSURANCE

SALISBURY CLAIM CENTER

POST OFFICE BOX 4278, SALISBURY, MD. 21803-4278

FOR MORE INFORMATION, PLEASE VISIT:
www.mdunemployment.com
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Department of Labor, Licensing and Regulation (DLLR)
Division of Workforce Development

http://www.dllr.state.md.us/employment/

M= MARYLAND
- ¥ Workforce Ex¢hange

Where Business and People Connect

WWW.mwejobs.com

One-Stop Job Market
917 Mt. Hermon Road, Suite #1
Salisbury, MD 21804-5105
Phone: 410-341-8533
Fax:  410-334-3454

Maryland Workforce Exchange (MWE) is a labor exchange system for job-seekers
and employers developed in part by the Maryland Department of Labor, Licensing and
Regulation (DLLR). MWE is part of a nationwide system that provides job information
and other services to job seekers and employers. With offices around the State, there is
one near you to assist with your job search. A computerized registration and job
matching system provides you with information on jobs.

There are a variety of FREE services to assist you.
Office hours are 8:00 AM to 3:30 PM

Maryland Workforce Exchange, Maryland's One-Stop Career Source
Job Listings ...Local & Nationwide

Job Search Consultations

Job Search Workshops

Veterans’ Employment Services

Federal, State, and County Government Listings
Computers to Prepare Resumes & Cover Letters
Access To Career Planning & Training Information
Labor Market Information

Professional Job Seeker Services

Dislocated Worker Services

Job Search Resource Information

Internet Job Search Programs
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Useful Websites

Lower Shore Workforce Alliance http://www.lswa.org
MD Dept. of Labor, Licensing & Regulation http://www.dlIr.state.md.us
Maryland Workforce Exchange http://www.mwejobs.com
One-Stop Job Market http://www.onestopjobmarket.org

DISLOCATED WORKER CONTACTS OUTSIDE OF MARYLAND

Workers displaced from work with a Maryland employer qualify for services in
Maryland. In addition, should they reside outside Maryland, they may qualify for similar
services in their state of residence. The following offices may be contacted for additional
information:

> Delaware Department of Labor (302) 856-5230
http://www.delawareworks.com

Division of Employment & Training
600 N. Dupont Highway, Suite 207
Georgetown, DE 19947

(302) 856-5230

Division of Unemployment Insurance
20093 Office Circle, Unit 205
Georgetown, DE 19947

(302) 856-5611

» Virginia Employment Commission (757) 302-2029
http://www.vec.state.va.us/

Eastern Shore Workforce Center
25036 Lankford Highway, Unit 16
Onley, VA. 23418

(757) 302-2029

Arventa Smith
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Energize Your Job Search

|\

Consultations include:

e Resume Review

e Job Search Techniques

e [nterviewing Tips

Request a one-on-one consultation

¢ |[nquire at the MWE Help Desk
e Call 410-341-8533 Ext. O

% MARYLAND
i~ MW Workforce Exchange
Wh I
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One Stop Job Market - 917 Mount Hermon Road, Salisbury, MD 21804 - 410-341-8533



Lower Shore Workforce Alliance (LSWA)

www.lswa.org

The Lower Shore Workforce Alliance provides job training opportunities to
residents of the Lower Eastern Shore of Maryland.

The main goal of the organization is to ensure that the job-training services provided help
participants gain a greater sense of confidence through a successful career and move
towards a self-sufficient lifestyle.

+ Schedule an appointment with a WIA Job Training Counselor:
0 Bryan Elsey 410-341-6515 Ext. 226
o0 Tim Sherman 410-341-6515 Ext. 146
0 Vanessa Satchell 410-341-6515 Ext. 235

Relocation Assistance - MUST BE WIA CERTIFIED FIRST! (See Certification
Process above)

+ Reimbursement MAY be available to you if you relocate for employment
4+ You MUST have started a job before receiving reimbursement
+ You MUST provide receipts for the move, not to exceed $750.00
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The Lower Shore Workforce Investment Act
Adult Program

ser Development servic

need new skills for entering or re-entering the workforce.

CAREER
DEVELOPMENT
Skill Occupational Skills
Enhancement 4 Training

Short-term services to update or For WIA eligible Adults and Dislocated
enhance skills in a variety of subjects, Workers who are in need of new skills for
including: entering or re-entering the workforce.

* resume writing Training focuses on high-demand industry

* successful interviewing sectors in  Somerset, Wicomico, and

* job search/ job club Worcester counties.

* basic computer operation

—
SKILLS TRAINING PROGRAM APPLICATION STEPS

Step 1 - Complete Maryland Workforce Exchange (MWE) Job Search and Job Search Activities

Maryland's premiere job search datahase is an easily accessible resource for area employment opportunities Information available is a good
starting point far making necessary job contacts on the road to employment! Enrollment is quick and posting a resume could not be easier.
Maryland Workforce Exchange (wwwomwejohscom) is accessible on any computer that is connected to the internet. For those
individuals who are not computer savvy. knowledgeable staff is available for assistance both in the One-Stop Job Market and onboard the
Mabile One-Stop Unit. After enrallment into the MWE system (including posting your resume), i is required that you visit the One-Stop Job
Market to obtain a Training/ Job Search packet from Maryland Job Services. A minimum of 2 employment contacts be made per week for a
minimum & weeks, before advancing on to the next step in the process. You must fully complete the Maryland Workforce Exchange reaistration
process and job search activities in order to be scheduled far WA Orentation.

Step 2 - Complete Workforce Investment Act (WIA) Orientation to Services

Conducted by WIA Staff and held at the One-Stop Job Market. “Drientation to WIA Services” is a brief informational session highlighting available
services, the application process, eligibility determination, assessment iformation, and approved courses. You must be registered to attend
this event!

Step 3 - Complete Career Scholarship Application and Labor Market Research

The Career Scholarship Application is designed to help you make an informed decision about your training request. Youll be
researching current |abor market demands for your occupational interest and contacting local employers to obtain information on hiring
practices and conditions. The Carser Scholarship must be completed in its entirety and returned to the Career Counselor for review.
Lompletion of the Lareer Scholarship Agplication does not guarantee funding for training

Step 4 - Meet with Career Counselor to develop a Customized Training Solution

Knowledgeable and friendly staff will meet with you to determine the available options that will put you on a peth headed toward career
success. (ptions may include remedial education, short-term skill enhancement or training/retraining for new occupational skills.
Assessment of basic reading and math skils are a pre-requisite for ccoupational skills traiming

¥ i approved for Occupational Skills Training-

Training scholarship availability is subject to change and is contingent upon funding, occupational demand by the labor
market, and training vendors. Training scholarship awards are targeted toward those individuals who are most in need.

Updated September 2011 11



INCOME ELIGIBILITY GUIDELINES

Income Eligibility WIA Adult WIA Youth
Guidelines 125% 100%
These income Family Size Annual Semi—Annual Annual Semi-Annual

guidelines are 1 13,613 6,806 10,890 5,445
SUhJEEt tl.J.Eh.angE' 2 18,388 9,194 14,710 7.355
The specific income
levels used for 3 23,229 11,614 18,583 9,291
program eligibility 4 28,675 14,337 22,940 11,470
will be determined
at the time of 5 33,839 16,919 27,071 13,535
certification 6 39,574 19,787 31,659 15,329
P 7 45,309 22,654 36,247 18,123
” T 8 51,044 25,552 40,835 20417
LOWER SHORE
WORKFORCE ALLIANCE Over 8 add 5,735 2,867 4 588 2,294

Must appear on the approved training list

In one employable skill only. (One-time training)
Cannot exceed two years.

Does not include correspondence courses.

» Lot of the training cannat exceed $8.300.00

*** BACKGROUND CHECK REQUIRED FOR ALL PROGRAMS ***

Certificate (1 Year)
Accounting
Computer Aided Drafting
Construction Engineering Technology

Policies for Training -
through the Workforce
Investment Board

YV ¥V VY

Occupational training
funds for Lower Shore
residerts are now
available to applicants
with college or advanced

Associate Degree (2 Years)
Accounting
Chemical Dependency Counseling
Criminal Justice

degrees!! Criminal Justice Culinary Arts
Culinary Arts Early Childhood Education
WS one.stop Early Childhood Education Electronic Engineering Technology
Job Market Electronic Engineering Technology Environmental Energy Technology

Hotel-Motel Restaurant Management
Licensed Practical Nurse
Manufacturing Engineering Technology
Turf Management Technology

Hotel-Motel Restaurant Management
Manufacturing Engineering Technology
Nursing

Radiological Tech

917 Mt. Hermon Road
Salishury, MD 21804
40-341-B515

www.onestapobmarket.com

TTY Users call via
Maryland Relay Service 7--

Non-Credit

Certified Nursing Assistant
Child Care Training
Health Assistant Training (HAT)

Class A Commercial Driver's License
Class B Commercial Driver's License
Phlebotomy Skills

Available Course selections must appear from the Locally Approved Training Course List.
The list is based on occupational employment demand for the Lower Shore Area - Somerset, Wicomico. and Worcester Counties.

REQUIRED DOCUMENTS FOR ENROLLMENT

Social Security Card Proof of Address
Proof of family income for the past 6 months
Proof of TCA/ food stamps if you are receiving them

Birth Certificate Driver’s License
DD214 if you are a veteran
Proof of Family Size

It is the policy of the Lower Share Workforce Alliance that no person shall be subjected to discrimination on the grounds of race,
color, gender, religion, national origin, sexual orientation, age, marital or parental status, or disability. If you need special
accommodations to participate in a program, please call 410.341.6515. TTY Users call via Maryland Relay Service 7-1-1.
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Useful Web Links

Shore Transit provides regional transportation services and information serving the
Lower Shore
www.shoretransit.org

SHORE UP!, Inc. is to aid individuals and families who because of debilitating
conditions: age, disability and economic conditions; cannot unaided, move toward self-
sufficiency.

www.shoreup.org

Job Corps is the nations largest and most comprehensive residential, education and
job training program for at-risk youth, ages 16 through 24.
http://jobcorps.doleta.gov

Your Community Link provides information on organizations and agencies serving
Somerset, Wicomico, and Worcester Counties in Maryland.
www.yourcommunitylink.org

Wor-Wic Community College provides quality post secondary credit programs
leading to an associate degree or certificate of proficiency, as well as documents of
completion for community and continuing education courses.

www.worwic.edu

Division of Rehabilitation Services promotes the employment, economic self-
sufficiency and independence of individuals with disabilities.
www.dors.state.md.us

Telamon offers assistance to adults and youth who meet minimal eligibility
requirements and to populations with special needs, including migrant and other
seasonally employed farm workers.

www.telamon.org

Consumer Credit Counseling Service offers assistance with debt management.
www.nfcc.org

Small Business Development Center helps you start your own business. Smart
Start Seminars are offered through Salisbury University.
www.salisbury.edu/community/SBDC/

Department of Social Services offers a variety of programs.
www.dhr.state.md.us

Maryland Capital Enterprises offers small community-based businesses access to
resources needed to start or grow your own business.
www.marylandcapital.org

MAC Inc. serves as a focal point from which to address social and economic needs
identified by older persons; and to provide a full range of services including health,
nutrition, transportation, employment, education, recreation, and long term care
services. www.macinc.org
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