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PURPOSE 
The Work Search Plan is created with a customer in receipt of Unemployment Insurance (UI) 

benefits. It details the strategies and approaches in looking for work, tailored to the customer's 

specific skills, experience, training and circumstance.   It is created in OSOS and results in a 

document titled New York State Department of Labor UI Work Search Plan (WS2). 

 

 

By signature, the customer agrees to the strategies in the plan and to follow specific UI 
eligibility criteria to meet their continued eligibility for benefits. 

 

A WORK SEARCH PLAN IS COMPLETED WITH CUSTOMERS: 
 Who perform an inadequate Work Search or who have failed to maintain and 

provide a Work Search Record upon audit by the UI Integrity Unit.  These 
customers are referred to the Career Center via a weekly download in REOS. 

 Who request a Work Search Plan to address specific work search circumstances 

 Determined by Career Center staff to need a Work Search Plan to address a 
customer’s individual circumstance such as disability, English proficiency, literacy 
or unique occupation. 

 Customers enrolled in the RESEA program 

 
 
 
 
 
 



 

OSOS Guide - Work Search Plan - 3 - 6/24/2016 

OSOS DATA ENTRY 
In order to create a Work Search Plan with a customer their OSOS UI Claimant status must 
indicate a status other than None (not claiming UI), found on the General Information tab in 
the Customer Assignment section. 

 



 

OSOS Guide - Work Search Plan - 4 - 6/24/2016 

The Work Search Plan button is located in the Objective tab in the Customer Detail window. 
Click the Work Search Plan button to pull up the Work Search Plan screen. 

 
 

Work Search Plan button 

Objective tab 
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ADDING A NEW WORK SEARCH PLAN 
Select Add New Plan button. 

 

 

Prior to creating a Work Search Plan be sure that the Desired O*Net section is updated 
with the customer’s correct O*Net titles. 

 

Add New Plan button 
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OCCUPATIONS 
Selecting the Add New Plan button will pre-populate the Plan Created date, Min Weekly 
Activities, O*Net Codes and O*Net Titles from the Desired O*Net section in the Objective tab. 

Add additional O*Net titles by clicking the Add Occupation button, if needed.  

You can also edit or delete O*Net titles by clicking the Edit Occupation or Delete Occupation 
buttons. 
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Plan Created date 
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UI CUT OFF WAGE 
A UI Cutoff Wage is required to complete a Work Search Plan. Check the box for the O*Net title 
you wish to add a wage to, and then click the Edit Occupation button.  

A pop up window will appear.  Enter the UI Cutoff Wage for that title and select save.  

 

 

 If the UI Cutoff Wage is not known, click the Lookup button to be directed to the following link: 
http://labor.ny.gov/stats/uiwages.shtm. 

 

 

 

Check 

UI Cut Off Wage 

Edit Occupation button 

Lookup button 

http://labor.ny.gov/stats/uiwages.shtm
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Select the County and Keyword or SOC Title to search for the UI Cut- off Wage: 

 

 

 

Click the Search Now button. 

Select County 

Keyword or SOC Title 

Search button 
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The UI Prevailing Wage, UI Cutoff Wage, and Annual Wage will be provided.   

 

  

Review the Prevailing Unemployment Insurance Wages website with the customer.  
If you cannot find the customer’s occupational titles listed, visit O*Net Online to find 
similar job titles to utilize.  

Even if the customer’s wage was higher than the prevailing wage for that occupation 
they must still search for and accept work within the UI Cutoff to maintain eligibility 
for benefits.   

                    

UI Cut Off Wage 
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No UI Cutoff Wages and No other Suitable Occupations exist 

If UI Prevailing Wages are not available including the annual wage, and the customer does not 
have other suitable work to select from (within the first 1-10 weeks), you may use the OES 
wages and calculate 90% for the UI Cutoff wage.  When this occurs you MUST enter a note in 
the STATUS section of the plan.  OES wage information can be found at 
http://www.bls.gov/oes/ 

When a Job Title has an Annual Wage Only 

Non-Academic occupations are based on 52 weeks a year x 40 hours a week = 2,080 hours a 
year.  Convert the annual wage to hourly by dividing 2,080 into the annual prevailing wage.  The 
UI cut off would then be 90% of that figure (10% below the hourly rate). 

Academic occupations: Elementary and secondary teacher, pre-school and others are assumed 
to be 42 weeks a year.  Thus calculate by 42 weeks/year x 40 hours/week= 1,680 hours/year.  
Convert the annual wage to hourly by dividing 1,680 into the annual prevailing wage.  Then 
calculate the 10% UI cutoff. 

Academic occupations: College professors and other positions are assumed to be 39 weeks a 
year.  Thus, calculate by 39 weeks/year x 40 hours/week =1,560 hours/year.  Convert the 
annual wage to hourly by dividing 1,560 into the annual prevailing wage.  Then calculate the 
10% UI cutoff. 

*Note:  Calculations should always be based on a 40 hour work week. 

 AVERAGE WEEKLY PAY 
After 10 weeks of collecting UI benefits, customers must expand their work search to any 
occupation they are capable of performing as long as it meets 80% of their high quarter wages.   

After entering the customer's Average Weekly Pay, OSOS will automatically populate the 80% 
wage data field. 

Use this section to start the conversation with the customer towards expanding the work 
search and seeking work based upon transferable skills.  Most customers are unaware of 
their high quarter wages within their base period.  Therefore, we calculate 80% of their 
average weekly wage as a general estimate.   

http://www.bls.gov/oes/
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Minimum Wage Earners: For customers earning minimum wage, enter the minimum wage 
in the UI cutoff box.  80% of Average Weekly Pay/high quarter earnings should also equal to 
no less than minimum wage. In those cases add 20% to the wage entered in the pay field. 
For example, customers earning $8.75 an hour x 40 hours a week = $350 x 20% = $420 

PART TIME EXPLANATION 
This section is completed when the customer is receiving benefits based on part-time work and 
is not required to look for fulltime employment.  If the customer's benefits are based upon 
part-time work, provide that explanation in the text box.  If it is not based upon part-time work, 
then type NA for Not Applicable. 

 

TRANSPORTATION 
Address travel restrictions or transportation barriers the customer may have.  Review the travel 
requirements with the customer and enter other means of transportation if applicable, i.e. 
walking, riding bike, etc.  Checking the Update Comp Assessment box will automatically update 
the Transportation section in the Comprehensive Assessment tab. 



 

OSOS Guide - Work Search Plan - 12 - 6/24/2016 

ACTIVITIES 
Check all that apply to the customer. 

The Min Weekly Activities will default to 3. The majority of customers should be able to 
conduct at least three work search activities per week, however this plan is meant to be 
customized to the individual.  Work with the customer to come up with an appropriate number 
of work search activities to conduct each week.  Some customers may be able to do more, 
while others may not depend upon their occupation or unique circumstances.   

These activities must be done on different days of the week (at least two days). 

 

Based on discussion with the customer, record the number in the Minimum Weekly Activities 
box. 

The Customer must conduct at least one type of activity from Activities 1-5 every week and 
maintain their identified Minimum Number of Weekly Activities.  The customer is not 
required to utilize every type of activity checked every week.  

 

Activities 
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WORK SEARCH STRATEGY 
In the Work Search Strategy section, address any specific issues or restrictions that the 
customer presents and outline what the customer will do to address those issues. For instance 
if the customer indicated they can no longer work in their previous field, staff should note what 
fields the customer can now search in and reference any additional Occupations listed above as 
a result. 

 

  At a minimum, insert the statement "I will network with friends, family, colleagues 
and use social media to network" in the text box. 

PRINT 
To print the plan, select the File Type and select Download Plan. 

SIGNATURES 
Prior to completing signature boxes, the plan must be reviewed in print format with the 
customer.  Upon review, make any necessary edits within the OSOS screen. Once you have 
witnessed the customer's signature, check the signature boxes in OSOS. 
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Customer Signature 
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Only after the document is signed, should staff check off the appropriate signature 
box in OSOS. Once the Signature boxes are checked and the plan saved you will not be 
able to edit the plan. 

ADDITIONAL INFO 
This section allows staff to add notes that may be important for the UI Division if a work search 
audit occurs.  For instance, if a customer comes in to a second appointment and have 
exhausted their search options, a note can be entered.  

 

Select the Manage Add'l Info button.  This will pull up the Additional Info Webpage Dialog box. 
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Select the New Info button. The date will pre fill with today's date.  Enter information and 
select Save. 

 The Signatures box in the Additional Info section allows different staff to make comments or 
updates to an existing plan with a customer if circumstances change, and record that they 
witnessed the customer's signature to the new information entered in the plan.  

Once the information is saved you can Print the Additional Information Section and provide a 
copy to the customer. 
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DUPLICATE A PLAN 
Customers must have a new Work Search Plan for every UI benefit year.  Staff can duplicate an 
existing plan and make edits and updates.  The Plan Created date will need to be filled in.  Plan 
Create dates can be for today's date or tomorrow.  You cannot back date a plan.  

UPLOAD NEW PLAN 
As a service to Limited English Proficient customers, the WS2 is available in seven different 
languages.  When customers require translated Work Search Plans, staff can upload a written 
translated plan in OSOS.  This will allow both career center staff and UI to see that the plan is in 
place.  For translated plans, staff should also create a new plan in OSOS with the same 
information found on the translated plan, so an English version is also on file for future 
reference. 

If you are having trouble uploading a work search plan, you may need to adjust your 
browser settings. In Internet Explorer go to Tools- Internet Options- Security- Trusted 
Sites- Customer Level- Initialize and script ActiveX Controls not marked as safe for 
scripting and select the Prompt button. 

 
 
 



 

OSOS Guide - Work Search Plan - 20 - 6/24/2016 

RESOURCES AND ASSISTANCE 
Additional program information, OSOS guides and other resources can be found at: 

http://labor.ny.gov/workforcenypartners/osos.shtm  

For further assistance, please contact the OSOS Help Desk: 
By phone: (518) 457-6586  
By email: help.osos@labor.ny.gov 

http://labor.ny.gov/workforcenypartners/osos.shtm
mailto:help.osos@labor.ny.gov

