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|-9/E-Verify Process

0o Why E-Verify?
South Carolina lllegal Immigration Reform Act,
passed into law earlier this year, mandates public
employers to register and participate in the E-
Verify program operated by DHS by January 1,
20009.

Winthrop University will sign the MOU with
DHS no later than December 1, 2008; I-9/E-
Verify Coordinators will be notified when to
register as an E-Verify user.
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|-9/E-Verify Process

o Will learn:
New information about the student payment process.
How and when to complete the 1-9 form.
Common mistakes made when completing the 1-9 form.

How t o use Wi9/B-Venfy datpbdsesto n e w
determine if an 1-9 form or E-Verify Is necessary.

A new procedure for processing I-9/E-Verify for
International students.

More about the E-Verify process —we will not see a
demonstration again today — Winthrop has not yet
registered.
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|-9/E-Verify Process

o WIill NOT learn:

Specific instructions for using the E-Verify
system.

Instructions for operating the E-Verify system
will be included in the tutorial that coordinators
will take at the time they register to use the
system, and are also in the E-Verify manual.




Updated Student Payment Agreement

Good News!

«Student Payment
Agreements may now be
completed for a full
academic year.

*Be sure to let the Budget
Office and HR know If a
student does notreturn after
the fall semester!

WINTHROP UNIVERSITY
STUDENT PAYMENT AGREEMENT

This form may not be completed for Graduate Assistants. Graduate Assistants may not be employed in any position at
inthrop other than their assistantship. Contact The Graduate School, 323-2204, with

ATTENTION: Student work assignment dates may only include the current fiscal year!
Fiscal year dates are July 1 — June 30. Summer work assignments may require two Student Payment

Agr nts (one for each fiscal year) if the work assi; involves time worked before and after July 1.
Student’s Name SSt
Undergrad Graduate Work Study Timekeeping Loc.*
Department Employing Department Budget Number Required:
(IEwork stody employment, department budget number stll required for infermal Teference)

(Check one:)
O Student Employment/Wage Payment
Employment Begin Date End Date Pay
Per hour amount # of hours per week

(Must encumber at least 1 hr per week; most student work is subject to FLSA regulations, including minimum wage of at least $6.55 per
hour effective July 24, 2008; or 87.25 per hour effective July 24, 2009, and overtime. Students may be paid on a salary basis only if the
duties are EXEMPT from FLSA regulations; contact HR if you believe this position to be exempt.)

O Student Activities Extracurricular/Other Non-Employment Payment (Prior approval from HR required.)
Type of activity Amount of payment to student
Dates of extracurricular activity: From To

“If Timekeeping Location is unknown. please contact Payroll at 323-2271 of refer to the following website: www.winthrop.edu/finance/payroll

Brief description of duties (completion required: description of duties may be attached):

T understand my duties and aceept this employment, which is subject to approval below.

Student Signature/Date Supervisor Signature/Date

Department Head Signature/Date PRINTED Name of Supervisor

W-4 Forms
o Submit completed W-4 form along with this payment agreement for newly hired students
«  Forre-hired students, submit a new W-4 form only if the student wants to make a change in withholding status

erify (Contact departmental 1-9)
o Required for all newly hired students.
o May be required for re-hired students.

Jerify Coordinator immediately after a job offer has been made and accepted.)

Student Payment Agreement forms (including all /correct information), W-4 form (if necessary), and verification of completed 1-9/E-

Verify process must be submitted to HR by the deadline date listed below to ensure payment to the student by the check issue date.

Check Issue date | Covers work perlod of | Deadline to HR
10" 16" — 31° (of previous month) 16™
25" I 17— 15" (of current month) I 1
Information for employment verified by Date

Distribution:  Submit Original to Human Resources (HR), 303 Tillman Hall
Hiring Unit: Please make a copy for your files and give a copy to the student — copies will ot be retumed to departments.

Assignment Data (for Budget office use only)
Position # . Job Code , Assignment # . Entered by/date.

Rev. 1008
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Form 1-9

o What' s the big deal ?

Participation in E-Verify will naturally lead to increased oversight of

Wi nthrop by the Depart ment f
and Custom s Enforcement, a fu
generated. Can lead to increased oversight of 1-9 compliance.

t
r

Failure to comply with federal 1-9 requirements, including paperwork
violations, and various provisions of the Illegal Immigration Reform
Act can result in civil fines and penalties.

Willful violations of SC IIRA can lead to a ban on all Winthrop
applications for any employer-driven work authorization for any non-
U.S. citizen or non-Permanent Resident employee.
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Form 1-9

0 Section 1 MUST be signed and dated by the
employee on or before the 15t day of
employment.

o Employee must choose one of the three options:
A citizen or national of the United States
A lawful permanent resident (Alien#)
An alien authorized to work until
Include Alien # or Admission # (1-94#)

This number will need to be entered in the E-Verify
system..must9fdonme on t he |

SSN must be on 1-9 form.




Form 1-9 Section 1

OMB No. 1615-0047: Expires 06/30/08

Department of Homeland Security FOI.'H.I ]E"99 Emll!o}'lnf‘nf
U.S. Citizenship and Immigration Services Ellglblllt)' Verification

Please read instructions carefully before completing this form. The instructions must be available during completion of this form.
ANTI-DISCRIMINATION NOTICE: Itis illegal to discriminate against work eligible individuals. Employers CANNOT
specify which document(s) they will accept from an employee. The refusal to hire an individual because the documents have a
future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Verification. To be completed and signed by employee at the time employment begins.

Prmt Name: Last Fust Middls Iutial Ma:iden Name
Address (Smreet Name and Number) Apt.# Date of Birth (month/dayyear)
City State Zip Code Social Secunty =

[ attact, under penalty of perpwry. that I am (check one of the following):

I am aware that federal law provides for [] A citizen or nations] of the United States
imprisonment and/or fines for false statements or [] A lawful permanent resident (Alien #) A
use of false documents in connection with the [] An alien authorized to work wntil

completion of this form. (Abien # or Admission #)

Employee's Signature | Date (month/dayyear)
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Form [-9

0 Section 2 of the 1-9 MUST be completed by

the Winthrop representative no later than the
3" day of employment.
Documents: lists of documents are on page 2 of
the form — cannot ask for specific documents.
o Either one document from List A, OR
o One document from List B AND one from List C

o All List B identity documents MUST bear a
photograph (E-Verify requirement)




Form 1-9 Section 2

Section 2, Employer Review and Verification. To be completed and signed by employer. Examine one document from List A OR
examine one document from List B and one from List C, as listed on the reverse of this form, and record the title, number and
expiration date, if any. of the document(s).

List A OR List B AND List C
Document title:
Tssumg authonty:
Document #
Expuation Date (if angy):
Document #
Expuration Date (jf agyl:

CERTIFICATION - I attest, under penalty of perjury, that I have examined the document(s) Eresented by the above-named employee, that
the above-listed document(s) appear to be genuine and to relate to the employee named, that the employee began employment on

(montiv/day vear) and that to the best of my knowledge the employee is eligible to work in the United States. (State
employment agencies may omit the date the employee began employment,)
Sigmature of Employar or Authonzed Repracentative Prant Name Title

Busmess or Orzamzation Name and Adaess (treer Name and Number, City, Star, Zip Cocle) Date (montwaqy year)
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Form [-9

o More is NOT better! Paperwork violation if not completed
accurately.

o0 Review documents and write information in appropriate
places; do not make copies and send to HR for completion.

o Enter the date the employment will begin in the
“Certi fication” portion of
day of employment.)

o Winthrop representative must sign and date; signature
Indicates that rep saw the documents.
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Form [-9

0 If either the 1-9 or the E-Verify are not completed by
the third business day after the employee starts work,
the employer must note the reason for the delay and
attach 1t to the 1-9 form.

0O Three reasons to complete Section 3 of the 1-9 form.

Current employee’ s nm@aute c|
have required documentation to change a name.)

Employee had worked at Winthrop previously and we are
rehiring the employee.

Employment Authorization status or documentation has
changed.

0 Once I-9 is complete, may begin E-Verify process.




Form 1-9 Section 3

Section 3, Updating and Reverification. To be completed and sigied by emplover.
A New Name (if applicable) B. Date of Rehure (monthdayyear) (if applicabls)

C. If employee's previows grant of work authonzation has expired. provide the information below for the document that establiches curvent employment eligthility,

Document Title: Documen #: Expiration Date (if any):
| attest, under penalty of perjury, that to the best of my knowledge, thiz employze 15 elizible to work i the Umted States, and if the employee prezented
document(s), the document(s) | have examined appear to be genuine and to relate to the individual.
Signature of Emplover or Authorized Representative Date (month dey') ear)

Form I-9 (Rev. 06/03507) N
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Form [-9

0 Generally, HR will handle updating 1-9s for name
changes and updated work authorization status or
documents.

0 Departments will need to complete Section 3 to
rehire students or temps. Database will tell you
when to rehire.

o To update Section 3, af
name in Section 1, simply:
enter the Date of Rehire in Section 3,
and sign and date Section 3.

Send the completed rehire form to HR.
No E-Verify needed for rehire.




|-9/E-Verify Process for International
Students

O

The International Center will
complete the 1-9 and E-Verify
processes for international
students.

Verify in the database if a new
[-9/E-Verify are needed or if

reverification as rehire is needed.

Once you have made a job offer
to the student and it has been
accepted, complete the Pre-
Employment Information for
International Student Hire form,
give to student and have them
take the form to the International
Center.

Pre-Employment Information for
International Student Hire

FOR INTERNATIONAL STUDENTS ONLY:

The International Center (323-2133) w ll »mplete the I-9/E-Verify pro

i es. Pleas pl ete the following 1 informatic

‘mha. bcc cepted by the tud nt. The td t

ent to the Itmt nal Center n as possible
1 mpl tcd]-‘)

Form a dT V ify ¢ 1mnl n to the hiring department & at which tin ll

Student Pay tAg ay be processed. [hltmloml( l will
tnadlh origin: lI9I orm a dEV ify Confirmation to Human RM rces.

CONFIRMATION THAT THE STUDENT IS AUTHORIZED TO WORK IN
THE UNITED STATES IS REQUIRED BEFORE THE STUDENT CAN
BEGIN WORK!

Name of International Student

Department Where Student Will Be Employed

Date Student Is Expected To Begin Work

International Center comments:




|-9/E-Verify Process for International
Students

O

The International Center will complete both processes and give the
student a COPY of the 1-9 and E-Verify Confirmation to return to
you. DO NOT forward the copies to Human Resources.

The International Center will forward the original documents to
HR.

Hiring Departments should complete the Student Payment
Agreement and send it, along with the W-4, to Human Resources.

Once you receive copies of the I-9 Form and E-Verify
confirmation as proof that they have been completed, AND you
have submitted the Student Payment Agreement and W-4 Form to
Human Resources; you may allow the employee to work.



|-9/E-Verify Process for International
Students

0 International Center no longer needs copies of
the Student Payment Agreement.

0 When reverification as a rehire Is required,
departments should follow the directions to
reverify.

o When employment authorization has expired,
follow process to send student/information to
the International Center.



|-9/E-Verify Process for International
Students

0 REMEMBER: Section 1 of the 1-9 MUST be
completed on or before the 15t day of work;
Section 2 MUST be completed no later than
the 3 day of work; AND E-Verify MUST be
completed no later than the 3" day of work!!
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Common I-9 challenges

0 Challenge: Getting the form completed within the
required time.

0 Suggested Solution: Inform all involved in the
hiring process of the federal requirements;
Section 1 —on or before the first day of work
Section 2 - on or before the third day of work

CANNOT ALLOW ANY EMPLOYEE, INCLUDING
STUDENTS OR TEMPS, TO WORK FOR
SEVERAL DAYS, MONTHS, ETC. AND THEN
DO THE PAPERWORKI!
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Common I-9 challenges

0 Challenge: Job offer was made to faculty
member over the phone and we will not see
the new employee again until the semester
begins.

0 Solution: In most cases the new faculty
member will be able to come to campus at
some point before the first day of
employment, (house hunting, etc.) ask
him/her to come in and complete the 1-9 form.




—!

Common I-9 challenges

0 Challenge: For adjunct faculty, determination
If class Is going to make Is not made until the
3'd day of class.

0 Solution: Yes, this Is true. But departments
are aware of WHO will teach the class If it
does make. Go ahead and have the 1-9 and E-
Verify completed, even if you must wait to
complete the PAF and other paperwork.
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Common I-9 challenges

o Challenge: Incomplete forms

o Solution: 1-9/E-Verify Coordinator will
review documents to make sure employee has
completed Section 1, and that Section 2 Is
completed by the Winthrop representative,
Including entering the first day of
employment.



Form 1-9

0 Questions about the 1-9 form or process?



el
-9 Online Inquiry System

0 Log onto the database at
http://asap.winthrop.edu/i9inquire/default.aspx using
your WU username and password.

o Enter the employee’”™s SS
will begin work.

O Check the name:; contact HR If name IS Incorrect.

0 One of two messages:
= New I-9 and E-Verify required.
= Reverification as a rehire is required.



http://asap.winthrop.edu/i9inquire/default.aspx

el
-9 Online Inquiry System

Winthrop Online I-9 Inquiry System

Employes SSN: | |

Date Employes Will Begin Work: | |
(mm/ddfyyyy)

[ Search Another

Employee Mame: ** NOT FOUND =
** A new |-9 form and E-Verify are required. =

Procedures for completing the 1-9 form
Employee must complete an I-9 form on or before the first day of work.

s Frint a new |-9 form and give it to the employee to complete.
+ Section 1 of the -9 form MUST be completed by the employee on or before the employes's first day of work

+ Section 2 of the -9 form MUST be completed by the |-9/E-Verify Coordinator on or before the employee's third day of
work.

# The date that "the employes began employment” MUST be entered in the Cerification portion of Section 2. This date
MUST be the employee's first day of work.

Procedures for completing E-Verify
Once the -9 form is complete, FWE-Venfy Coordinators may begin the E-Verify process.




el
-9 Online Inquiry System

Winthrop Online 1-9 Inquiry System

Employes SSN: | |

Date Employes Will Begin YWark: |
(mm/ddfyynyy)

[ Search Another

Employee Name: Doe, John 4
** Reverification as a rehire is required. **
An 1.9 form is currently on file for this employee; however, reverification as a rehire is required.

Procedures for completing reverification process

+ Print an [-2 form for reverification.

Enter the name of the employee being rehired in Section 1.

[}

If the employes is NOT a US Citizen or a Permanent Resident. ask the employee if anything has changed in their wark authaorization status.

[

If there has been a change in status or if the document on recaord has/will expire before the hire date, ask to view the updated document. MNon
LIS Citizens or Permanent Residents MUST present a valid work authorization document in order to work. If the work authorization document
will expire soon after the employee’s start date, continue with the hiring process, but inform the employee that this MUST be rectified no later
than the document expiration date in order to continue employment.

Go to Section 3 of the |-9 form. Enter the rehire date (and the updated work authorization document information if necessary).
The |I-3/E-\erify Coordinator must sign and date the form.

Forward the reverification 1-9 farm to HR.

Mo E-Verify is needed.
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E-Verify Process

o Once I-9 I1s complete, may begin E-Verify
process.

0O Sign on to the E-Verify system.
Enter information as requested.

0 The 1-94 number is the Alien# or Admission #
that the employee MUST list in Section 1 of
the 1-9 Form, and will only be required for
those employees with work authorizations.

O
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E-Verify Process

0 Hire Date: The earliest the employer may initiate an
[E-Verify] query is after an individual accepts an
offer of employment and after the employee and
employer complete the Form 1-9. The employer
must initiate the [E-Verify] no later than three
business days after the newly hired employee starts
wor k for pay.’

o The hire date can be to
as long as the 1-9 is complete and the offer of
employment has been accepted by that date.
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E-Verify Process

Review

O Wil recelve one of three results:

Employment Authorized
Tentative Nonconfirmation (Either SSA or DHS)

DHS Verificationin Process—1 n | I mb o ...
usually receive a response from DHS within 24
hours

o Employment Authorized
o DHS Tentative Nonconfirmation
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E-Verify Process

Review

o If Employment Authorized, record the verification
number on the Form 1-9 (top of page 1).

0 |If Tentative Nonconfirmation (TNC):

Print TNC and allow employee to indicate if they contest
or choose not to contest. (If they do not contest, the
process ends and the employee cannot be hired; resolve
the case in the system).

Attach the employee signed TNC to the 1-9.

Print the Agency Referral Notice and give to employee;
explain that they have 8 Federal Government workdays to
contact the agency.

Call HR to notify of TNC.
Send 1-9 and TNC to HR.
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E-Verify Process

Review

0 REMEMBER: The employee continues to
work until the TNC is resolved.

O Once resolved, HR will resolve the case In the
system.

0 E-Verify must ONLY be used to verify
NEW hires! Must be applied to ALL new
hires, regardless of citizenship status.
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What Now?

o Winthrop University will sign the MOU on
December 15,

o E-Verify users will be contacted with specific
Instructions for registering as a user.

0 E-Verify users will be required to complete
the tutorial before they can use the system.
This will take approximately 45 minutes.
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Review

0 New procedures:

Updated Student Payment Agreement; only need
one per academic year if student will work for the
full year.

New procedure for processing 1-9s and E-Verify
for international students.

New database to determine if a new 1-9 and E-
Verify are necessary.

Procedures for completing E-Verify.
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Review

O Bottom line:

Change may need to happen. Departments may
need to determine new procedures for satisfying
the time requirements.

Department Heads and Supervisors MUST
Inform others in department of the importance of
the time requirements for completing the 1-9 and
E-Verify.



el
E-Verify Process

0 Questions?
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|-9/E-Verify Process

0o Contact HR with questions:
= HRHelp@winthrop.edu
m 323-2273
o Online 1-9 Inquiry database:
m http://asap.winthrop.edu/i9inquire/default.aspx

O Visit HR website to obtain additional
Il nf ormati on and form

® www.winthrop.edu/hr



mailto:HRHelp@winthrop.edu
http://asap.winthrop.edu/i9inquire/default.aspx
http://www.winthrop.edu/hr

