PREPs

At our 12 February 2009 meeting it was requested that we publish a clarifying document around three I-9 issues:  foreign documentation, start date, and reverification.  

FOREIGN DOCUMENTATION:  Just like US documentation, foreign documents must establish two things – a person’s identity and their right to work in the US.    Unexpired passports, with either a temporary I-551 stamp or an unexpired Arrival-Departure Record, Form I-94, are the most common forms provided, and they establish both identification and employment eligibility (they are List A documents).  Visas are NOT acceptable for either identification or right to work (they do not appear in List A, B or C).  To establish right to work, most students will have two documents.  Both must be recorded on the I-9:  an unexpired Arrival-Departure Record Form I-94 AND an I-20 issued by UWM.  Other resources for determining appropriate documents are:

· Department of Human Resources, ph: 229-4463.  HR maintains a toolkit on their website at: http://www4.uwm.edu/hr/toolkits/i9/index.cfm
· UWM Center for International Education, ph: 229-4846.  They also maintain a website that indicates the types of documents you might encounter with other types of prospective employees (http://www.uwm.edu/Dept/CIE/II/II-I-9.shtml).

· Another resource is the “Handbook for Employers” published by the Department of Homeland Security (US Citizen and Immigration Services).  It can be found at: http://www.uscis.gov/files/nativedocuments/m-274.pdf
· Under no circumstances can we demand to see specific documents.  We are only allowed to present the list of acceptable documents and then make a judgments based on what is provided.

START DATE:  The start date is the first day a person actually starts working on the job.  This definition works for most employees, but some cases a person may not actually start working until some date after the contract start date or, the person is working, but is not physically located near UWM.  

In the case where someone actually starts working sometime after the contract start date, enter the actual date that work begins in Section 2 (CERTIFICATION).  If there is a different contract start date, indicate that also in the margin or in a space near the start date entry area.

In the case where someone is not physically near UWM, but wants to begin working remotely or before showing up at UWM, the prospective employee must initiate an I-9 (fill out Section 1).  Additionally, he/she must arrange for a local U.S. university or college, the HR representative for his or her current employer, or another responsible person such as a Notary Public or attorney, to complete the I-9.

It is required by law that the I-9 must be complete, accurate, and in the possession of UWM before the third day of actual work.
REVERIFICATION:
If a person is returning from a break in service, a reverification must be performed.  The only exception is when a person has written assurance of continued employment after a break (e.g. summer).  If a new form has been issued during a person’s break in service, a new form must be completed, otherwise Section 3 of the form on file may be used.
