
1. You will need a check stub, because you will be asked for the name of your 
employer as it is displayed on your paystub. (You can also use your pay stub as a 
form of ID for List B below):

2. You will need to know your hire date – this is also available on your Employee 
Home Page in Kronos; it is displayed on the left hand side of the page.

3. You will need to know your hourly rate of pay and you are going to be asked 
your daily rate of pay – your hourly rate of pay is also available on your Employee 
Home Page in Kronos.

APPLYING FOR UNEMPLOYMENT INSURANCE 
DURING YOUR TEMPORARY LAYOFF



4. You will need your Driver License number or your State Issued ID number

5. You will need your bank routing number and your bank account number 
(there is also an option for a debit card issued by Unemployment.

6. You will need to know the following information:

• In the dropdown fields for Reason for Separation, you will choose “lack of work” 
(because your employer closed or reduced hours due to COVID-19).

• In the Additional Information field, type in: My employer closed due to COVID-19, 
but continues to pay me through March 28, 2020

• If your employer continues to pay at a reduced rate during the time the business 
is closed you may file a claim, but you must report those payments during your 
weekly certification. The payment from your employer may be deducted from 
your weekly UI benefit amount.



7. You will need two forms of ID from the following lists, so have them ready for 
upload (the site states you can take a picture of it with your phone if you don’t have 
a scanner):

8. File at the Jobs4TN.GOV The application must be completed to the end for it to 
save;if you log out/stop in mid-application, you will have to start over.

9. After filing your claim, please remember to start the certification process 
on Sunday and file each week.  If you receive a call from 615-457-8400 or 844-224-
5818, please answer. This is the department calling regarding your claim.

Contact your Regional HR Director, 
send an email to helphr@ymcamidtn.org 
or call 615-259-9622 and ask for HR help

Our Mission: A worldwide charitable fellowship united by a common loyalty  to Jesus Christ for the purpose of helping people grow in spirit, mind and body.


