Employment Eligibility Verification Form I-9

Employment policy:
Upon employment with NCSU-NCCES, an employee must complete and submit an I-9 form within 3 business days of hire.  If the employee cannot provide the I-9 form accompanied by the legal identification by the beginning of the fourth business day, the CED must send him/her home immediately.  The CED then must contact the Admin Asst and the Payroll Section of CALS Personnel to place the employee on Leave Without Pay Status effective immediately.  The employee will not be permitted to work until the CED has received proper documentation.
Key facts to remember:
· To comply with federal law, you must verify the identity and employment eligibility of anyone you hired after November 6, 1986.
· NCCES Administrative Handbook states, “County Directors are required to verify identity and eligibility for employment of all new SPA and EPA employees. Prior to finalizing all appointments, the County Director must review documentation and provide certification of identity and eligibility for employment and forward to the CALS Personnel Office via the I-9 form.”
· By signing the I-9 form as a hiring agent, the CED will be held legally liable for the validity of all the information disclosed on the form and supporting documentation.
· The form must be complete in the presence of the hiring agent within 3 business days of hire.
· The original is kept in the CALS Personnel file.  An optional copy is kept in the county office and the DED office. 
· Employees must present original documents. The only exception is a certified copy of a birth certificate.  
· All documentation must be valid.  It does not have to be current.
· All copies of the documentation should be clearly legible.
· If an employee indicates that he/she is a lawful permanent resident or an alien authorized to work, an Employment Authorization or Resident Alien card is required.  The employee may have a Social Security card, but this will not verify work eligibility (i.e. does not show the validation dates).  If an employee is an alien authorized to work within the US, the Employment Authorization and Social Security cards must be presented together; one is not valid without the other.
· If we (the hiring agents, i.e. CALS Personnel, CED, DED, AA, etc.) knowingly do not follow the correct procedures, NCSU and the individual County Extension Office will be held legally accountable and can be fined up to $10,000.  The fines can continue to increase if we do not meet the requirements within a specified time period.  We can also report any employee or perspective employee to INS for not obtaining the proper documentation to legally work in this country.
Web sites of interest:
· Personnel procedures for agents/CEDs: http://intra.ces.ncsu.edu/DeskRef/handbook/eah-44.htm
· Personnel procedures for paraprofessionals/secretaries: http://intra.ces.ncsu.edu/DeskRef/handbook/eah-38.htm
· Employment Eligibility Verification I-9 Form: http://uscis.gov/graphics/formsfee/forms/files/i-9.pdf or http://www2.acs.ncsu.edu/hr/pdf/i9.pdf
· INS main web site: http://uscis.gov/graphics/lawsregs/index.htm
· INS FAQs about employment eligibility: http://uscis.gov/graphics/howdoi/EEV.htm
· Forms and fees: http://uscis.gov/graphics/formsfee/forms/index.htm
· INS Handbook for employers: http://uscis.gov/graphics/lawsregs/handbook/hand_emp.pdf
· Charlotte INS office (sub office): http://uscis.gov/graphics/fieldoffices/charlotte/aboutus.htm
· Atlanta, GA INS office (district office): http://uscis.gov/graphics/fieldoffices/atlanta/aboutus.htm
