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1-9 Refresher

e Required to verify employment authorization, regardless
of workers’ immigration status

« Employee’s section (1) must be completed on start date;
employer’s section (2) must be completed within 3
business days of employee’s start date

e Use Section 3 only for rehire, extended work
authorization or name change.
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1-9 Refresher (cont.)

e List of Acceptable Documents

— One document from List A: document that establishes
both identity and authorization to work

Or
— One document from List B: document that establishes
Identity
and

— One document from List C: document that establishes
only authorization to work



=
O

theastern

ERAme L <

OME No. 1615-0047; Expires 06/30/09
Form I-9, Employment

ment of Homeland Security . = n by
and ITmmigration Services Eligibility Verification

The instructions must be available during comple

Please read instructions carcefully before completing this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work cligible individuals. Employers CANNOT
ecify which document(s) they will accept from an employee. The refusal to hire an individual because the documents have a
ture expiration date may also constitute illegal discrimination.

Secction 1. Employee Information and Verification. 1o be completed and signed by employee at the time employment begins.
Middle Initial Maiden MNuame

Print Name: Last First

Doe. Noounin<, >

Addroas (Streer Name and Numbear) Apt, # Date of Birth fmrrontf/dayyear)
1 e P £ os/i1s/ 1a 73
City Stale Zap Code) Social Sccurity #
B wuvihe o w3 LB S 1l AB— 3 S— 62T
et T attest, under penalty of parfury, that I am (check one of the following):
I am aware that federal iaw provides for [] A citizen or national 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 ﬁ An alien nuthorized to work until 1 / SO)
completion of this form. (Alien # or Admission #) _B‘p 1H—11)— 18 3 -2y
i Drate riwonfk/dayéa:y

FEmployee's Signature
Deornne & Doe o=z /fos [fSooT

l"repn rer and/or Translator ("‘cr'llﬁx:ntlon. (o2 e I { caried 2 (S Fi .r.rpmparcd By a person other than the ernplovee ) | arass, under
penalty af perfiey, that T have r;fthh_,!‘r:.ﬂ -+ aanid that o tha bast af my & dge the o i iy fre and correct.

Preg e Y I = 51 Frint Mame

Address (Street Name and Number., City, Srare. Zip Codeal) Date frmonthiday/year)

Section 2. Employer Review and Veriﬁcatipll. 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 AMNLY . List C
Lssuing suthority: <
Document #:. FE IS se)p L0 1
Expiration Date (i arm): i /3¢ _I.st.o 1o

Document #:

Expiration IDate ¢ am)

CER]T 11<I(.AT1(JN = I attest, under penalty of perjury, that I have i i the d 1 by the above-named employee, that
the abo 1(s) apy r to be genoine and to relate to the cmpluycc namaoed, thnl ll'u. employee began employment on

(ronth/davivear) Wand 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 employec began employment.)

Signature of Employer or Authorized Repr ive Print Muame : Title
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Section 3. LUpda
A New Name (if applicablei

B. Date of Rehire owideard (U apy

C.If employes's previous prgt of wlprk nuthnrwi:-nnn has expired, provide the information below for the document that establishes current employment eligibility.
g lawvraen
Document Title: g3 At e f eodion Cord  Documen s NRIGSLy RGO  Expiration Daw Granyy: V@S 21 f 2016
ligible to work in the United States, and il the employee presented

1 attest, under penalty of perjury, that o tln} Dest of My o, this 1 =
document(s), the =) 1 have appear to be genuine and to relate to the individual.
Signature of Employer or Authorized Repr ive Drave ¢ v yerer
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LISTS OF ACCEPTABLE DOCUMENTS

LIST A

Dacuments that Establish Both
Identity and Employment

LIST B

Documents that Establish
Identity

LAST C
Documents that Establish
Employment Eligibility

LIS, Social Security card issued by
the Social Security Administration
(orher than a card stating it is not
vealidd for emplayment)

Certification of Birth Abroad
issued by the Department of State
(Form FS-545 or Form DS-1350)

Original or certified copy of a birth
certificate issued by a stale,
county, municipal authority or
outlying possession of the United
States bearing an official seal

MNative American tribal document

LS. Citizen 11D Card (Form 1-197)

ID Card for use of Resident
Citizen in the United States (Form
I-179)

Eligibility OR AND
LI.S. Passport (uncxpircd or expired) 1. Diriver's license or [D card issued by 1.
a state or outlying possession of the
United States provided it contains a
photograph or information such as
name, date of birth, gender, height,
cye color and address
Permanent Resident Card or Alien 2. IID card issued by federal, state or 2.
Registration Receipt Card (Form local government agencies or
I-551}) entities, provided it contains a
photograph or informaltion such as
name, date of birth, gender, height,
eyve color and address
An uncxpired forecign passport with a 3. School ID card with a photograph 3.
temporary I-551 stamp
An unexpired Employment 4. Voter's repistration card 4.
Authorization Document that contains
a photograph . L
(Form I-766, I-688, I-688A, I-688B) 5. LUL.5. Military card or dratt record 5.
An unexpired foreign passport with 6. Military dependent’s 1D card 6.
an unexpired Arrival-Departure
Record, Form 1-94, bearing the same 7. .8, Coast Guard Merchant Mariner
name as the passport and containing Card
an endorsement of the alien's R . .
nonimmigrant status, if that status 8. Native American tribal document 7.
authorizes the alien to work for the
employer 2. Driver's license issued by a Canadian
government authority
For persons under age 18 who
are unable to present a
document listed above:
10. School record or report card
11. Clinic, doctor or hospital record
12. Day-care or nursery school record

Unexpired employment
authorization document issued by
DHS fether than those listed under

List )

INustrations of many of these documents appear in Part 8 of the Handbook for Employers (IM-274)

Form 19 (Rev, 06/05/07) N Page 2
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1-9 Refresher (cont.)

e Common problems
— Information not accurately recorded
— Section 1 is typed; must be hand-written
— Cannot accept copies of documents
— Employee fails to complete Section 1 on start date
— Three day rule violations
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E-Verify

What is E-Verify?
— A web-based employment authorization verification system
— A supplement to 1-9 employment eligibility verification
— Voluntary
— Real-time notification

Why is Northeastern enrolling?

— Some states require enrollment to be awarded research grants or
contracts

— Northeastern has been awarded two contracts by the State of Rhode
Island



Northeastern

Benefits

e Qualifies University to pursue research grants
and contracts with agencies/states that require
E-Verify

e OPT STEM extensions (speak with 1SSI)

e Electronic verification of eligibility to work



E-Verify

e Requirements

— ALL new hires, including full and part-time employees as well as

— Training required for both Program Administrators and General

students

-9 must be completed first

Photocopy documents provided by employee
SSN is now required

Both 1-9 and E-Verify must be completed during first three days
of employment

Documents stored together in same location as now

Users

10



No SSN

Direct employee to SSA office with letter from employer with start
date

Complete 1-9 and make notation that employee does not have SSN
Obtain copy of SSA receipt from employee and keep with 1-9
Once employee receives SSN, note in red ink on 1-9 and run E-Verify

On average it takes 2 weeks for SSA to issue new SSN to employee

11
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E-Verify

e Potential outcomes
— Work authorization confirmed
— Temporary non-conformation (TNC)
e Soclal Security Administration; or
e Department of Homeland Security

12
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E-Verify

Northeastern’s Process

— 1-9 completed by assigned employee, General User or
Program Administrator

— Information from 1-9 entered into E-Verify system by
General User or Program Administrator

— Employee information confirmed or not confirmed In
real time through E-Verify system

13
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E-Verify

e |f authorization confirmed:

— Write case verification number on 1-9 and attach case
details to 1-9

— Retain as under normal procedures

e If a temporary non-confirmation (TNC) occurs:
— Recheck the data entered for accuracy
— If still a non-confirmation, two alternatives

14
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E-Verify

 Employee given opportunity to contest
— Will not contest, terminate immediately

— Will contest, given a referral letter to either Social
Security Administration or Department of Homeland
Security

— Employee must contact SSA (at a field office) or DHS
(via telephone) within 8 federal government working
days

— While non-confirmation is pending, employee
continues to work

15
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E-Verify

If TNC Is from SSA, General User or Program
Administrator emails HRM Operations at
hrops@neu.edu

If TNC Is from DHS, General User or Program
Administrator emails University Counsel for foreign non-
student employees or ISSI for foreign scholars and
student employees

If employee fails to contact SSA or DHS in eight days,
agency will flag as a No Show and we must terminate

Northeastern must pay employee for days worked

16
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E-Verify

e Important things to remember:

— Cannot use to verify current employees or to pre-
screen candidates

— You cannot process E-Verify before start date

— E-Verify requires both the alien number and the card
number for Permanent Resident Cards and
Employment Authorization Documents

— Photo from DHS needs to match the 1-9 document
— E-Verify times out in 5 minutes

17
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E-Verify

 Next Steps

— You'll receive an email with your user name and
password

— E-verify tutorial and test take 1+ hours
— Ask for help:
e Deanna Jantzen x2157 or Jigisha Patel x7073

e Liz Mace x5385, May Lee x4319 or Sonia
Willingham x7282

18



E-VERIFY OVERVIEW
February 19, 2009

What is it?

E-verify is a web-based employment authorization verification system, sponsored by the
Federal Government. Participation is voluntary but incentives are provided both by U. S.
agencies and state governments to encourage participation.

Why is Northeastern Enrolling?

The University’s research centers have been awarded two significant grants/contracts
with the State of Rhode Island who requires employers to be E-verifiers. In order to take
advantage of the research opportunity, we must enroll.

Who does it affect?

Once enrolled, all new hires, regardless of status within the University, must be E-
verified. The system is [-9 driven. Students will be handled through the Office of
Student Employment. International Students will be handled through ISSI. Non-student
employees will be handled by the departments that are currently responsible for

completing I-9 employment authorizations.

NOTE:

It is against the law to verify existing employees. Violations are subject to fines.
The system does not take the place of the I-9.

Who will implement it?

Those who are currently responsible for processing hiring at Northeastern will be the
primary implementers. There are two access levels, program administrator and general -
user. Program administrators provide access to the general users and can monitor all
cases and run reports. General users can submit queries and follow their own cases. All
general users will be people who do 1-9s but not all who do 1-9s will be users. How I-9s
are handled in your area will inform who will be engaged at each level. May will explain

more on this later.

How does it work?

1. Within the first three days of employment, the I-9 must be completed. Within
those same three days, the e-verification must take place.

2. Information from the [-9 is transferred into the e-verify website. One of two
things will happen:



a. Employment authorization will be confirmed and a confirmation will

issue;
b. Employment authorization can not be confirmed and a “temporary non-

confirmation” will issue.

3. If authorization is confirmed, write the certification number on the I-9, attach the
certificate to the I-9 and retain under normal procedures.

4. If a temporary non-confirmation occurs, the system will tell you to recheck the
data entered. If the result is still a non-confirmation:
a. The employee is given the opportunity to contest or not contest the result
i. If the employee opts not to contest: S/he is terminated

immediately.

ii. If the employee opts to contest, S/he is given a referral letter
directing them to the agency that is the source of the non-
confirmation: Social Security Administration or the Department of
Homeland Security

b. The referral letter will direct the employee to contact either the Social
Security Administration (at a field office) or DHS via telephone within 8
federal government working days to resolve the issue.

NOTE: WHILE THE NON-CONFIRMATION IS PENDING, THE
EMPLOYEE IS ALLOWED TO CONTINUE TO WORK.

c. The program administrator responsible for the department will monitor the

status of the case until it is resolved.
i. If authorization is received, attach the certificate to the I-9 and

proceed as noted.
ii. If authorization is permanently non-confirmed, then the department

must terminate the employee immediately.

ii. If the employee does not contact the agencies within the allotted
time, the agency will flag the case as a “No Show” and the
employee must be terminated as soon as the report is issued.

Expectations:
Current statistics show that 90% of queries are confirmed.

The process should only add a few minutes to the completion of the I-9 if
confirmation occurs.

Training: We will provide more intense training sessions the week of March 2. Each
user will need to complete an on-line tutorial as part of activating their account.
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W""‘“‘!EI; By Bradley Maged
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E-Verify (formetly the
Basic Pilot/ Employment
Eligibility Verification
Program) is an online
system operated jointly
by the Department of
Homeland Security and
the Social Security
Administration.

Participating employers can check the
name, Social Security number and work sta-
tus of new hires online by comparing infor-
mation from an employee's 19 form against
55A and Department of Homeland Security
databases.

Employer participation is voluntary with the
exception of: those who have been ordered to
participate; federal government departments;
congressional offices within participating
states; and federal government contractors,

Employers register online at www.dhs.gov.
Once the registration is complete, the em-
ployer’s representative must sign a memo-
randum of understanding between the em-
ployer, the Social Security Administration and
the U.S. Citizenship and Immigration Service,
which outlines the terms and conditions for
participation in the program.

At minimum, the employer must agree
that:

(1) it will not initiate any verification proce-
Bradley Maged is muanaging partner at Maged &
Rost in Burlington, Mass. He practices employment

o+
and family-based immigration law and writes for his
immigration blog, wurne.inmigranteonnect.com,

SPECIAL FEATURE R

What employers, lawyers need to know about E-Verify

dure until after the employee has been
hired and the Form 1-9 completed;

(2) it will verify all new employees under the
terms of the program and within three
business days of hire;

(3) it will display notices to inform employ-
ees and prospective employees about its
participation in the program and provide
anti-discrimination information;

(4) it will not take any adverse action against
an employee while the SSA or ICE is pro-
cessing a verification request, unless the
employer obtains information that the em-
ployee is unauthorized;

(5) it will provide access to its employment
records to Homeland Security and 55A for
the purposes of program evaluation; and

(6) it will use the information provided to it
through the confirmation system only to
supplement and confirm the identity and
work authorization of newly hired em-
ployees, and not for any other purposes.

A voluntary employer-participant may ter-
minate participation in the program at any
time, and ICE may terminate an employer's
participation for substantial failure to comply
with its obligations under the program.

Tentative and Final Non-Confirmation

“Tentative Non-Confirmation” occurs
when either the SSA or ICE indicate an em-
ployee's preliminary non-eligibility for em-
ployment. Upon receipt of a Tentative Non-
Confirmation, the employer must notify the
employee and determine whether the em-
ployee will contest the finding,

If the employee does not contest the
Tentative Non-Confirmation, it will become a
Final Non-Confirmation. If the employee con-

tests the Tentative Non-Confirmation from
the SSA, she must visit an SSA field office
within eight working days to resolve the is-
sue. If the employee contests a Tentative Non-
Confirmation from 1CE, she must contact ICE
either by phone or by visiting a local office to
resolve the discrepancy.

The SSA or ICE must respond with 10
working days from the date the agency was
advised of the Tentative Non-Confirmation.
During this time, the employer may not ter-
minate or take adverse action against the em-
ployee absent other information that the em-
ployee is not authorized to work.

The employer must make a second inguiry
to the SSA database at the end of the 10-day
period to obtain a confirmation or a Final
Mon-Confirmation. ICE will electronically
transmit the result of the referral to the em-
ployer within the 10-day period.

If an employer receives Final MNon-
Confirmation, it may terminate the employ-
ee and will not be liable for the termination so
long as there is good-faith reliance.

If the employee is not terminated, the
Department of Homeland Security must be
notified through an automated system.
Failure to notify the department is a paper-
work violation under the Immigration and
Mationality Act and may result in a fine for
each unreported case.

Advantages and disadvantages

The advantages for an employer to partic-
ipate in the E-Verify program, per the
Department of Homeland Security’s website
are: “E-Verify is free and voluntary, and is the
best means available for determining em-
ployment eligibility of new hires and the va-
lidity of their Social Security numbers.”

Another advantage is the “rebuttable pre-

- New ENGLanp In-Houst [ Page 13

sumption” that an employer did not knowing-
ly orintentionally hire unauthorized workers if
it relied in good faith on the E-Verify systemn.
Arguable disadvantages of E-Verify include
restrictions on the employer throughout the
lengthy verification process; the requirements

_thatemployers safeguard the information pro-

vided to and received from E-Verify, or face
criminal penalties and allow Homeland
Security and S5A to make periodic site visits to
review E-Verify records; and fines and penal-
ties associated with non-compliance, such as
failure to notify Homeland Security of any em-
ployee with & Final Non-Confirmation.

Anoft-cited problem with the E-Verify sys-
tem is its accuracy and the inconvenience of
an incorrect Tentative Non-Confirmation on
an eligible worker. However, it is generally
agreed that E-Verify has an accuracy rate in
excess of 90 percent, although exact figures
are hard to come by as they are often con-
tained in reports of studies conducted by ad-
vocacy organizations.

Moreover, there are issues that arise when
E-Verify is used incorrectly. The first is that the
employer loses the rebuttable presumption
that it did not knowingly or intentionally hire
unauthorized workers.

The second problem for employers who
incorrectly use E-Verify is that it exposes it
to possible claims of discrimination if E-
Verify is used in pre-employment screening
or selectively.

On Sept. 27, 2008, Congress extended the E-
Verify program until March 6. The future of
the program beyond that point is uncertain be-
cause it is believed that there may be strategic
political reasons to attach it to another attermnpt
at Comprehensive Immigration Reform once
a new administration and a new Congress are
in place.
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