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IDENTITY AND EMPLOYMENT ELIGIBILITY (I-9) POLICY
Purpose:

The Immigration Reform and Control Act of 1986 (IRCA) makes it unlawful for any United States
employer to hire for employment anyone known not to be authorized to work in the United States. The
law requires that the employer must verify the identity and employment eligibility of each person hired
after the date of enactment of the law, November 6, 1986, to work in the United States. This verification
applies to United States citizens, as well as noncitizens, and is done by filling out a government form,
retained by the employer, on which a representative of the employer certifies that he/she has seen
original documentary proof of the right of the individual being employed to work in the United States. It
should be noted that non-immigrant aliens must have secured the necessary United States Citizenship
and Immigration Services (USCIS), (formerly Immigration and Naturalization Service (INS) approval
to work in the United States before Lehigh can lawfully employ the individual.

Protection from Discrimination;

The IRCA prohibits employers from discriminating against any person on the basis of national origin in
hiring, discharge, recruitment, assignment, compensation, or other terms and conditions of
employment. The I-9 process may not be used to pre-screen employees for hiring. Furthermore, an
employer may not demand more or different documents than an employee chooses to present, provided
that the documents presented are accepted under the 1-9 requirements. In addition, the employer may
not consider the fact that work authorization documents have future expiration dates as cause not to hire
or to terminate.

Policy:

Government Form to be Used: The USCIS Form I-9 for verification is available through the Payroll
web page at http://www.lehigh.edu/~inctr/Forms.shtml#PR. Please make

~copies (remember to copy both sides of the form). The instruction page must be provided to all
individuals at the time that the person is completing the I-9 form. There are three sections of the Form
[-9. The employee must complete Section 1 whereas the employer must complete Sections 2 and 3 as
appropriate.

When Form must be Completed: Employees must complete Section 1 no later than their first day of
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work. Lehigh’s representative must complete the I-9 for all new employees, citizens, and noncitizens,
permanent or temporary, full-time or part-time (including students), within three business days from the
hire date, or be subject to substantial fines per employee. For employees that are hired within three (3)
years of completing an original I-9, please skip to the instructions for Section 3. If Lehigh knowingly
hires or continues to employ an unauthorized alien, Lehigh will be subject to substantial fines per
employee. Note that the certification in Section 2 contains space to write the employee's hire date. The
hire date is required and the USCIS can easily compare the hire date to the completion date to determine
compliance. It is imperative therefore, that both employee and Lehigh’s representative date and sign the
[-9 within three business days of the hire date. Lehigh's representative is responsible for ensuring that the
I-9 is timely and properly completed. If the paperwork is not completed within three days, the_

employee cannot continue to work.

Section 1: The employee must complete Section 1 no later than the close of business on his/her first day
of work. Lehigh’s representative must review this section to ensure that it is fully and properly
completed. If an alien's work authorization document has an expiration date, the Payroll Office will
track this, notify the department and follow up with the employee 90 days before the expiration date
by having the employee produce a document that either shows continuing employment eligibility or a
new grant of work authorization. If such new evidence of employment eligibility is not produced, the
department will be notified that the individual's employment must be terminated on or before the
expiration date.

Section 2: No later than the close of business on the employee’s third day of employment, Lehigh’s
representative must complete Section 2 by examining original documents of identity and employment
eligibility. Lehigh’s representative may not specify which document(s) an employee must present and
he/she is not allowed to request more or different documents than the minimum necessary to comply
with I-9 regulations. Employees may choose the documents they wish to present for I-9 certification;
however, the documents presented must be original documents. Verification by Lehigh's representative
from the documents presented consists of two steps: (1) identification of the individual, and (2)
establishment of that individual's right to work in

~Continuation:

the United States. Identity and employment eligibility can be established by presentation of any of those
documents under List A, such as a United States passport. If none of those documents listed in A is
available, then identity must be established by one of the documents under List B and employment
eligibility by one of the documents listed under C. In all cases, the person being employed must appear
in person before the person signing the form for Lehigh in order for the identification verification
process to take place from the photograph or other descriptive information contained in the documents
presented. If an employee is unable to physically be on-campus to complete his/her I-9 form, it is
acceptable to have a notary view the original documents and complete Section 2.

Employees who do not possess the required documentation when employment begins may not submit
receipts showing that they have applied for initial applications for documents or for applications for
extension of documents. Receipts may be accepted for a replacement document in lieu of the required
document if that document was lost, stolen or damaged. The replacement document must be presented
within 90 days of the hire or, in the case of a reverification, the date employment authorization expires.
A receipt is never acceptable for employment lasting less than three (3) working days.

Lehigh’s representative must record:
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(1) Document title

(2) Issuing authority

(3) Document number

(4) Expiration date, if any
(5) The date of hire

Lehigh’s representative must sign and date the certification and should photocopy the document(s)
presented. These photocopies may only be used for the verification process and must be retained with
the original I-9. The hiring supervisor/department should keep a copy of all paperwork and send the
original I-9 and copies of all other paperwork to the Payroll Office.

Section 3. Updating and Re-verification: When a former employee is hired within three years of the
initial verification of employment eligibility (i.e., this is the date the original I-9 was endorsed), his/her
employment eligibility must be verified. If you have retained the original I-9, complete Section 3 Block

A (if applicable), Block B and the signature block. Updates/re-verifications can only be recorded on origin
original I-9 forms. If

" the employee was rehired after April 1, 2004, send the employee to the Payroll Office for
re-verification. This section must be completed no later than three days after the date of rehire.
IMPORTANT: if an employee is rehired more than three years after the initial verification of
employment eligibility, he/she must complete a new I-9 form.

If Section 3 has already been completed due to a previous re-verification, you can reverify by
completing Section 3 of a new I-9 form. Forward the new I-9 form, the original I-9 and copies of the
documents to the Payroll Office. It is important that the employee’s name is written in Section 1 of the
new [-9 form.

Who Should Execute the Form on Behalf of Lehigh: The following Lehigh representatives, and others
in these offices, will be available to sign the form on behalf of Lehigh after examining the documents
identifying the individual being employed and his or her right to work in the United States:

Employment Category Type of 1-9 Lehigh’s representatives
Nonexempt Staff Original Human Resources
Exempt staff hired Original Human Resources
throughHuman Resources
All International (non-citizen) Original Office of International Students

& Scholars

Faculty, adjunct, visitors, Original Employment Coordinator in
students, wage, exempt staff not Hiring Department
hired through Human Resources
All Employees Re-verification Payroll Office

Any of the designated offices and individuals responsible for completing 1-9 forms is available to
answer questions about this form. Execution of this form is a serious matter. Attention is called to the
following statement on the form, above the space for the signature of Lehigh’s representative:

“I attest, under penalty of perjury, that I have examined the document(s) presented by the
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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 (month/day/year) _/ /  and that to
the best of my knowledge the employee is eligible to work in the United States.”

An judging the authenticity of the documents being submitted, Lehigh’s representative should use the
“reasonable basis” rule, i.e., would the average person reasonably believe that the documents are
authentic. If documents appear to be invalid, employment should be postponed until receipt of such
authentication.If there is doubt about the USCIS validity of documents, please consult the Payroll
Office or the Office of International Students and Scholars.

Record Retention:

1. The person completing the I-9 form may retain a copy of the form with attached copy of the
documents presented. The original, including copies of the supporting documents, must be
forwarded to the Payroll Office, along with the necessary authorization that results in the new
employee being placed on the payroll.

2. In order to have I-9 forms readily available for inspection by USCIS personnel, the Payroll Office
will file the original I-9 forms in alphabetical order in an I-9 file separate from the employee’s
personnel file.

3. If the employee has a work authorization expiration date, the Payroll Office will follow-up with
the employee within the 90 days before the expiration date to determine whether the employee has
filed for an extension. If any problems are encountered during this process, the department will be
notified.

4. The Payroll Office will maintain the original I-9 form on file for three years after the date of
employment or one year after the date the individuals' employment is terminated, whichever is
later.

Copies of Documents Relied on Should Be Made and Attached to Form: For the protection of the
person signing this form on behalf of Lehigh, he/she should make sure that copies are made of the
documents relied on and those copies are attached to the form. The original documents should be
promptly returned to the owner.

Lehigh Resources:

Office of International Students & Scholars x84859
Payroll Office x83150

Human Resources Office-Exempt Employees x85195
Human Resources Office—Non-Exempt Employees x83916

A

I-9 Links:

[-9 Form:http://www.uscis.gov/graphics/formsfee/forms/files/i-9.pdf

Handbook for Employers: http://www.uscis.gov/graphics/lawsregs/hand_emp/hnmanual.htm

About Form 1-9, Employment Eligibility Verification: http://www.uscis.gov/graphics/howdoi/eev.htm
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http://www.uscis.gov/graphics/formsfee/forms/files/i-9.pdf
http://www.uscis.gov/graphics/formsfee/forms/files/i-9.pdf
http://www.uscis.gov/graphics/formsfee/forms/files/i-9.pdf
http://www.uscis.gov/graphics/lawsregs/hand_emp/hnmanual.htm
http://www.uscis.gov/graphics/howdoi/eev.htm
http://www.immigration.gov/

FAQ’s About Employment Eligibility:http://www.uscis.gov/
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