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A Guide for Filing for Unemployment Insurance Benefits 
In New York:  How to Avoid Misclassification as an 

Independent Contractor 

This guide will walk you through the process of applying for Unemployment Insurance 
as an employee (instead of an independent contractor) in New York, regardless of 
whether you have your own S Corporation.  New York law considers models to be 
employees for purposes of unemployment insurance, so take advantage of that 
classification!1    

You have two options for filing a claim for unemployment insurance:  over the phone 
or online, and both processes are explained below.   

Before You File 
To file, you will need to have the following information: 
(1) personal information, including: your social security number, driver’s license number,
banking information, and contact information;
(2) employer information for the past 18 months, including: your employers’ contact
information, federal employer identification number, known as a “FEIN,” or your most
recent employer’s New York State Employer Registration Number (a 7-digit number
found on the Record of Employment form received from your employer), your gross
earnings (pre-taxes), and certain forms; and
(3) if you served in the military, your separation papers.

1   If you do have your own S Corporation and have business login credentials for the New York 
Department of Labor website, you will still need to create individual login credentials and apply as an 
employee of your S Corporation. 
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Decide if you want to file by phone or online.  Due to the increased number of 
people filing for unemployment insurance, it may be difficult to reach a 
representative over the phone, so filing online may be faster. 

Filing By Phone 

You can call the Telephone Claim Center for the New York Department of Labor at: 
1-888-209-8124.

Step 1 – Determine When to Call 
Please note that the Department of Labor has specific days of the week on which you 
can submit your claim that correspond with the first letter of your last name, as follows: 

First Letter of Last Name Day of the Week to Call 
 A – F Monday 
G – N Tuesday 
O – Z Wednesday 

If you missed your call-in day, you can call on Thursday or Friday to file your claim. 

Their hours are as follows: 
Monday through Thursday, 8:00 am to 7:30 pm. 
Friday, 8:00 am to 6:00 pm. 
Saturday, 7:30 am to 8:00 pm. 

The claim center offers translation services for, at least, the following languages: 

 English
 Spanish
 Russian
 Cantonese
 Mandarin
 Creole
 Korean
 Polish

Step 2: Gather the Required Information 

To file by phone, you will also need the following three categories of information: 
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1. Personal Information: 
 Social Security number

 Your driver license or Motor Vehicle ID card number (if you have either one)

 Your complete mailing address and zip code

 A phone number where you can be reached from 8 am - 5 pm, Monday – Friday

 Your Alien Registration number (if you are not a U.S. Citizen)

 Your bank’s routing number and checking account number, if you want to
receive Direct Deposit for your weekly benefits.  (This can be found on a
personal check or your online banking services website).

2. Employer Information:
 Names and phone numbers of your most recent employer.  Know how many

employers you have had for the last 18 months, including those in other states,
as well as the last date you worked and the first date you worked for your most
recent employer.

 Employer registration number (7-digit number on your Record of Employment
form which you can get from your employer) or Federal Employer Identification
Number (9-digit number, which is listed on your W-2, if you received one)

 Total gross earnings (before deductions) for each employer

 If you were a federal employee, your copies of forms SF8 (Notice to Federal
Employee about Unemployment Insurance) and SF50 (Notification of
Personnel Action).

Finding Your Employer Identification Number 

For purposes of these forms, if you do not have an S Corporation, you should be listing 
your most recent agency as your employer.  If your agency has provided you with W-
2s, you will be able to obtain your employer identification number right from your W-
2s.  If you have not received a W-2 from your agency, you can use a New York 
Employment Record number instead (see below).  If you have an S Corporation, you 
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should be listing that Corporation as your employer and using the employer 
identification number associated with that Corporation. 

New York Employment Record: 

A New York Employment Record, or for IA 12.3, is a record you may obtain from 
your employer.  On the form, your employer’s identification number or New York 
registration number, should appear on the left side of the form, as indicated below: 

3. Prior Military Service:
 If you ever served in the United States Military, you will also need a copy of your

separation form, or DD 214.

 If you need a copy, you can request one through the United States National
Archives and Records Administration website, at: http://www.archives.gov/st-
louis/military-personnel/standard-form-180.html

Step 3: Making the Call 
Once you have all of the required materials, and confirmed the day of the week to call, 
you are ready to process your application.  A representative will walk you through the 
application over the phone, requesting all of the above information.   

At the outset of the call, you will be asked to create a PIN (personal identification 
number).  Save this number, as you will need to use it any time you call into the call 
center.   
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REMEMBER - If a representative asks you if you are an employee, be sure to 
say Yes! 

Please be sure to review “Step 7: Fill Out Claim Forms” in the “Filing Online” 
section below, for details on the questions you will be asked and how to 

properly answer them to receive benefits.  

Filing Online 

Step 1: Sign in or Sign Up 
Unlike filing a claim over the phone, if you file a claim online, you can do it any day of 
the week. 

Visit https://applications.labor.ny.gov/IndividualReg/ 

If you already have an account, log in using your username and password in the spaces 
provided.  See arrow A below.  If you are an incorporated model, do not log in with your 
business account credentials, you will not be able to access the claim forms, you must 
sign up as an individual employee.   

If you do not already have an account, create one by clicking “Create NY.gov Account:” 
See arrow B below.  If you are an incorporated model, be sure to create an individual 
employee account, separate from your S Corporation business account. 
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Step 2:  Go to “Unemployment Services” Page 
Once you log in, you’ll be brought to the “My Online Services” page. 

Toward the bottom right hand portion of the page, click “Unemployment Services.” 
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Step 3: Fill in your Social Security Information 
By clicking “Unemployment Services,” you’ll be redirected to a page that prompts  you 
to fill in your Social Security Number and confirm it.  Type it into both fields and click 
“Submit.” 

Step 4: Create a Pin 
Once you submit your Social Security Number, you will be brought to the 
“Unemployment Insurance Claimant Information Page,” where you will need to do 
three things: 

1. Create a 4 digit pin.  This is your “private electronic signature” required for
security purposes.  Make sure to remember this number; as you will need it if
you have to call the call center.

2. Insert your mother’s maiden name.

3. Click the button next to  “I’m not a robot”
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Step 5: Filing Your Claim 
After you fill out the information required in Step 4, you will be brought to an 
“Unemployment Insurance Benefits Online” page with a prompt to “File A Claim.” 
Click that link and fill out the required form.  

Once you click “File A Claim” you will be brought to a page entitled “Unemployment 
Insurance Benefits- Filing A New Claim,” which will include an explanation for whether 
you are entitled to file for Unemployment Insurance Benefits.   

Note:  The “effective date” will be the date you sign in and file a claim.  The first 
paragraph will explain that if you earn more than $504.00 for work performed during 
the seven day period starting with your effective date, you will not be able to file your 
claim at that time, and will have to wait another week to apply.  
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This page will also list the information you will need to file your claim, which we have 
recreated below.   

We strongly recommend that you collect all of the information you need before 
you proceed to filling out your application online.  The information you fill in 
does not save automatically.  Applicants have had to start the application process 
over several times due to being automatically logged out when the “session 
expires.”   

To file your claim, you will also need the following three categories of information: 

1. Personal Information: 
 Social Security number

 Your driver license or Motor Vehicle ID card number (if you have either one)

 Your complete mailing address and zip code

 A phone number where you can be reached from 8 am - 5 pm, Monday – Friday

 Your Alien Registration number (if you are not a U.S. Citizen)

 Your bank’s routing number and checking account number, if you want to
receive Direct Deposit for your weekly benefits.  (This can be found on a
personal check or your online banking services website).

2. Employer Information:
 Names and phone numbers of your most recent employer and know how many

employers you have had for the last 18 months, including those in other states,
as well as the last date you worked and the first date you worked for your most
recent employer

 Employer registration number (7-digit number on your Record of Employment
form which you can get from your employer) or Federal Employer Identification
Number (9-digit number on your W-2)

 Total gross earnings (before deductions) for each employer
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 If you were a federal employee, your copies of forms SF8 (Notice to Federal
Employee about Unemployment Insurance) and SF50 (Notification of
Personnel Action).

Finding Your Employer Identification Number 

For purposes of these forms, if you do not have an S Corporation, you should be listing 
your most recent agency as your employer.  If your agency has provided you with W-
2s, you will be able to obtain your employer identification number right from your W-
2s.  If you have not received a W-2 from your agency, you can use a New York 
Employment Record number instead (see below).  If you have an S Corporation, you 
should be listing that Corporation as your employer and using the employer 
identification number associated with that Corporation. 

New York Employment Record: 

A New York Employment Record, or for IA 12.3, is a record you may obtain from 
your employer.  On the form, your employer’s identification number or New York 
registration number, should appear on the left side of the form, as indicated below: 

3. Prior Military Service: 
 If you ever served in the United States Military, you will also need a copy of your

separation form, or DD 214.
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 If you need a copy, you can request one through the United States National 
Archives and Records Administration website, at: http://www.archives.gov/st-
louis/military-personnel/standard-form-180.html  

 
This page will list the following two disclaimers: 
 

 
 
Once you have reviewed these disclaimers, and determined they do not apply, click 
“Continue.” 
 
Step 6:  Read the Terms and Conditions 
Once you click “Continue,” you will be redirected to a page that contains Terms and 
Conditions.  Be sure to read them very carefully, then click “Continue” at the bottom 
of the page. 
 
The Terms and Conditions direct filers to: 

 Provide complete and accurate information: incomplete or inaccurate 
information may delay your payments 
 

 Complete the application and submit your claim once you begin.  This is very 
important.  Once you begin the process of submitting a claim, there is no option 
to save, exit and continue later.  You must complete all questions in one session.  
If you exit the application, lose your internet connection, use the “back” button 
in your browser, or get timed out of your session, you will have to start the entire 
process from the beginning.   



 

 12 
 

 
 Keep your contact information current:  if your contact information changes, 

you must log in and update any relevant changes. 
 

 Respond to all department requests:  you may be asked to complete 
questionnaires based on your answers to the question in the claim forms or 
receive messages from the NY.gov secure message system.  Be sure to respond 
to any and all requests as quickly as you can, or in accordance with the timeframes 
listed in those documents.  
 

 Keep important claim information:  After you submit your claim, you will see a 
“Confirmation Page.”  Make sure you save a copy of this page for your 
records.  
 

 Direct Deposit option:  During the application process, you will be directed to a 
“Direct Deposit Information Review” page.  Make sure you save a copy of 
this page for your records.  This page is the only record of the account 
information you provided to the Department of Labor. 
 

 Call if instructed:  Not all applications may be completed online. If a 
confirmation prompts you to speak with a claims specialist, you must call 
the Telephone Claims Center at the number provided in the call-in section 
of this guide.  Your claim will not be processed until you make this call.  
 

 Keep your PIN secure. 
 
Step 7:  Fill Out Claim Forms 
Once you click “Continue,” you will be redirected to a page called “Application for 
Unemployment Insurance Benefits.”  Be sure to answer all of the questions listed.   
 
The date listed in the first question will correspond to the date you file your claim.  This 
question asks how many days you worked the week corresponding to the day you are 
filling out your claim.  In most cases, the answer will be “zero.”  (See Arrow A below). 
 
For the second question, indicated by Arrow B, your answer should be “no.”  If you 
have received more than $504.00 in income for work performed during the week when 
you are filing your claim, you may not be eligible for benefits and may have to wait until 
the following week to file.  Please note that this number does not include any income 
you may be receiving this week for work performed in the past.  
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Due to the COVID-19 crisis we are currently facing, the answer to question four, 
indicated by Arrow C below, should almost always be “yes.”  This is true regardless of 
whether or not you have been tested for the coronavirus.  The question is asking 
whether or not the pandemic is the cause for your unemployment.  

Personal Information: 
Once you have responded to the questions, click continue and you will be prompted to 
complete “Personal Information, Part 1.”  Your name and date of birth should auto-
populate, but you will have to insert your Driver’s License number or New York State 
Non-Driver ID card number.  If you do not have either, click the relevant box. 

Then, select the number of employers (your agency or agencies) you have had in the 
past 18 months in the drop down menu, by Arrow A below, and click “Continue.”   
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Eligibility Information, Part 1 
After you click, “Continue,” you will be brought to a page entitled “Eligibility 
Information, Part 1.”  Answer all of the questions on this page, one by one (the 
questions are replicated below).  Some of the questions have follow-up questions based 
on your answers to the main question.  If your answer to the main question does not 
require you to answer the follow-up questions listed, make sure you select “NA,” in 
response to those follow-up questions. 
 
Note for Incorporated Models:  If you are an incorporated model, pay close attention 
to question 3 (see Arrow A).  It asks if you were or currently are an officer of a 
corporation in which you have a financial interest or are involved in any decision-
making.  You should answer “yes” to this question.  All non incorporated models 
should answer “no.” 
 
All models: make sure you answer “No” to question 5 (see Arrow B), even if you have 
part time work or on-call work; this will be part of the eligibility determination.   
 
All models:  please carefully read question 6.  If you are going to start an education 
program for a degree, but are not yet enrolled in classes, your answer should be “Yes.” 
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Eligibility Information, Part 2 
After answering these six questions (and any applicable follow up questions), you will 
be directed to answer several more questions (replicated below).  Most of the answers 
to these questions will be “no,” except for question 7, but be sure to answer accurately. 
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Most Recent Employer Information, Part 1 
After answering the previous 14 questions, and clicking “Continue,” you will start the 
section on employment, entitled “Most Recent Employer Information, Part 1.” 

If you have received a W-2 from your agency, fill in the FEIN for your agency.  If not, 
please include the New York State Employer Registration Number (ER Number) for 
your agency, which is a 7-digit number that can be found on the IA 12.3 Record of 
Employment form.  Your agency should have provided this form to you, but if they 
have not, you can request one from them.  See the examples below. 

If you do have a W-2 

If you do not have a W-2 
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If you have a registered S Corporation 
If you are a model with a registered S Corporation, you should fill in the employer 
identification number for your S Corporation. 

It is important to avoid leaving both the FEIN and the ER Number blank.  Try to 
obtain this information from your employer or employment records. 

Most Recent Employer Information, Part 2: 
After submitting your Employer’s identification number, you will be brought to a page 
entitled “Most Recent Employer Information, Part 2.”  You need to fill in all of the 
fields listed.   

If you do not have an S Corporation, make sure you use the information for you Agency, 
as your Agency is your most recent employer.  This information includes the following 
(indicated below by the arrows): 

 Agency’s name
 The Agency’s phone number
 The first date you worked for the agency.

If you do have an S Corporation, fill in the information relevant to your corporation. 
This information includes the following (indicated below by the arrows): 

 Your S Corporation’s name
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 Your S Corporation’s phone number
 The first date your worked under your S Corporation.

Note:  Make sure you do not write “self-employed” in the “Last Employer Name” 
section, or you may run the risk of applying for Unemployment Insurance benefits as 
an independent contractor.   

You will also have to select the reason you are no longer working. In most cases, the 
answer will be “lack of work.” 
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Next to “job title”, you should fill in “Fashion Model,” indicated above, and list “New 
York City,” if your agency is located in New York City.  

After you click “Continue,” you may be prompted to select an occupation that most 
closely suits your job title, as indicated below.  Click “models,” and then “Continue.” 

Personal Information, Part 2: 
You will then be prompted to fill out additional questions on the “Personal Information, 
Part 2” page.  

Complete all of the information accurately, and please take special care with the 
following three questions, indicated by Arrows A, B, and C.  

 Arrow A: If you are not a United States citizen, make sure you fill in your Alien
Registration number, which is a 9 digit number that can be found on your green
card under “USCIS #”

 Arrows B & C:  Unemployment Insurance benefits are subject to federal, state,
and local income tax.  You may want to consider answering “yes” to these
questions and having the Department withhold federal income tax from your
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benefit checks.  This way your taxes are already paid before you receive your 
benefits. 

The next question concerns whether or not you want to receive a hard copy of the 
Claimant Handbook.  We recommend “no,” as there is an electronic copy available on 
the website.   



22 

The remaining questions concerning ethnicity, race, and disability are optional.  You 
can select “choose not to answer” from the drop down box if you do not want to 
respond to these questions.  

After you complete the “Personal Information, Part 2” questions, you will be redirected 
to a page concerning the option for direct deposit. Direct deposit allows the 
Department of Labor to deposit your benefits directly into the account of your choice. 
This is the easiest option. 

Once you complete the requested information related to direct deposit, including, 
selecting direct deposit as your preferred form of payment, and filling in your bank’s 
routing number and checking account number, you will be redirected to the “Direct 
Deposit Information Review” page which will auto-populate your bank’s routing 
number and your checking account number based on your responses to the previous 
two pages.   

Please be sure to print, save to PDF, or write down this information.  It is the 
only evidence that you will be receiving direct deposit.  
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Once you authorize the direct deposit payment method and click “Continue,” you may 
be directed to a “Questionnaire List” page, prompting you to complete one or more 
questionnaires in light of the responses you provided on your Claim application.  If you 
are required to complete one or more questionnaires, the page may appear as below.  
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Step 8: Submit Your Forms and Print Confirmation Page 

After you finish submitting questionnaires (to the extent any are required), you will have 
the opportunity to review your entire application through the “Review of Application 
Responses” page.  Review each answer in your application to make sure it is correct 
before verifying that everything in your application is true and accurate. 

Once you’ve reviewed your application responses, be sure to hit “Submit Claim.”  You 
will be redirected to a “Confirmation Page” that will detail important information about 
next steps, including: 

 Claiming credit for this week
 Continuing to claim weekly benefits
 Reading your monetary determination
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 Completing any and all questionnaires

Please make sure you print or save to PDF your Confirmation Page as it has very 
important information you will need for the next steps in the process. 

Now you have successfully completed your claim for Unemployment Insurance 
benefits!  Keep an eye out for any emails, letters, or secure messages from the 
Department of Labor related to any further information or action needed from you. 

After Your Claim Is Filed 

After your claim has been filed, you must make sure to do the following to maintain 
your benefits: 

 Report each day you work.  If you obtain work while you are receiving
unemployment insurance benefits, you must report each day you work, including
part-time, temporary, or unpaid jobs.

 Be accurate in all your responses and answers to department inquiries.

 Be available to work:  the Department of Labor requires that you be able to take
a job right away.  Each week you must verify that you were ready, willing, and
able to work.

 Look for work.  You must search for work each week and keep a written record
of every employer you contact.

 Make a work search plan.  Contact a New York State Career Center to get help
planning your work search.  Go to www.labor.ny.gov to find the location nearest
you or call (800) 447-3992.

 Stop claiming benefits as soon as you return to work.  As soon as you return to
full-time employment, you are no longer eligible to receive unemployment
insurance benefits.  You may still be eligible for partial benefits if you get part-
time work.

 Read your Claimant Handbook.  A copy of the handbook is on the Department
of Labor’s website.
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 Avoid Fraud.  Make sure you provide accurate information, regularly update your
employment status to the Department of Labor, and inform the Department of
Labor as soon as you receive full-time employment.

If you need assistance, or have any questions, call the representatives at the 
unemployment claimant call center at 888-209-8124. 




