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I-9/E-Verify Process

 Why E-Verify?

 South Carolina Illegal 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, 
2009.

 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.



I-9/E-Verify Process

 Will learn:

 New information about the student payment process.

 How and when to complete the I-9 form.

 Common mistakes made when completing the I-9 form.

 How to use Winthrop’s new I-9/E-Verify database to 
determine if an I-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.



I-9/E-Verify Process

 Will 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!



Form I-9
 What’s the big deal?

 Participation in E-Verify will naturally lead to increased oversight of 
Winthrop by the Department of Homeland Security’s Immigration 
and Custom’s Enforcement, a function of the electronic records 
generated.  Can lead to increased oversight of I-9 compliance.

 Failure to comply with federal I-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.



Form I-9

 Section 1 MUST be signed and dated by the 
employee on or before the 1st day of 
employment.

 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 # (I-94#) 

 This number will need to be entered in the E-Verify 
system…must be on the I-9 form!

 SSN must be on I-9 form.



Form I-9 Section 1



Form I-9

 Section 2 of the I-9 MUST be completed by 

the Winthrop representative no later than the 

3rd day of employment.

 Documents:  lists of documents are on page 2 of 

the form –cannot ask for specific documents.

 Either one document from List A, OR

 One document from List B AND one from List C

 All List B identity documents MUST bear a 

photograph (E-Verify requirement)



Form I-9 Section 2



Form I-9

 More is NOT better!  Paperwork violation if not completed 

accurately.

 Review documents and write information in appropriate 

places; do not make copies and send to HR for completion.

 Enter the date the employment will begin in the 

“Certification” portion of Section 2.  (This date is the first 

day of employment.)

 Winthrop representative must sign and date; signature 

indicates that rep saw the documents.



Form I-9

 If either the I-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 it to the I-9 form.

 Three reasons to complete Section 3 of the I-9 form.
 Current employee’s name changes (contact HR –must 

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.

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



Form I-9 Section 3 



Form I-9

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

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

 To update Section 3, after writing the employee’s 
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.



I-9/E-Verify Process for International 

Students
 The International Center will 

complete the I-9 and E-Verify 
processes for international 
students.

 Verify in the database if a new 
I-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.



I-9/E-Verify Process for International 

Students
 The International Center will complete both processes and give the 

student a COPY of the I-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.  



I-9/E-Verify Process for International 

Students

 International Center no longer needs copies of 

the Student Payment Agreement.

 When reverification as a rehire is required, 

departments should follow the directions to 

reverify.

 When employment authorization has expired, 

follow process to send student/information to 

the International Center.



I-9/E-Verify Process for International 

Students

 REMEMBER:  Section 1 of the I-9 MUST be 

completed on or before the 1st day of work; 

Section 2 MUST be completed no later than 

the 3rd day of work; AND E-Verify MUST be 

completed no later than the 3rd day of work!!



Common I-9 challenges
 Challenge:  Getting the form completed within the 

required time.

 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 PAPERWORK!!



Common I-9 challenges

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

 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 I-9 form.



Common I-9 challenges

 Challenge:  For adjunct faculty, determination 

if class is going to make is not made until the 

3rd day of class.

 Solution:  Yes, this is true.  But departments 

are aware of WHO will teach the class if it 

does make.  Go ahead and have the I-9 and E-

Verify completed, even if you must wait to 

complete the PAF and other paperwork.



Common I-9 challenges

 Challenge:  Incomplete forms

 Solution:  I-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 I-9

 Questions about the I-9 form or process?



I-9 Online Inquiry System

 Log onto the database at  

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

your WU username and password.

 Enter the employee’s SSN and the date the employee 

will begin work.

 Check the name; contact HR if name is incorrect.

 One of two messages:

 New I-9 and E-Verify required.

 Reverification as a rehire is required.

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


I-9 Online Inquiry System



I-9 Online Inquiry System



E-Verify Process

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

 Sign on to the E-Verify system.

 Enter information as requested.

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



E-Verify Process
 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 I-9.  The employer 
must initiate the [E-Verify] no later than three 
business days after the newly hired employee starts 
work for pay.” 

 The hire date can be today’s date or a date in the past 
as long as the I-9 is complete and the offer of 
employment has been accepted by that date.



E-Verify Process

Review

 Will receive one of three results:

 Employment Authorized

 Tentative Nonconfirmation (Either SSA or DHS)

 DHS Verification in Process –in limbo…will 

usually receive a response from DHS within 24 

hours

 Employment Authorized

 DHS Tentative Nonconfirmation



E-Verify Process

Review

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

 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 I-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 I-9 and TNC to HR.



E-Verify Process

Review

 REMEMBER:  The employee continues to 

work until the TNC is resolved.

 Once resolved, HR will resolve the case in the 

system.

 E-Verify must ONLY be used to verify 

NEW hires! Must be applied to ALL new 

hires, regardless of citizenship status.



What Now?

 Winthrop University will sign the MOU on 
December 1st.

 E-Verify users will be contacted with specific 
instructions for registering as a user. 

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



Review

 New procedures:

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

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

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

 Procedures for completing E-Verify.



Review

 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 I-9 and 

E-Verify.



E-Verify Process

 Questions?



I-9/E-Verify Process

 Contact HR with questions:

 HRHelp@winthrop.edu

 323-2273

 Online I-9 Inquiry database:

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

 Visit HR website to obtain additional 

information and forms (click on “forms”):

 www.winthrop.edu/hr

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

