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Glossary

> E-Verify
Employment Eligibility Verification Program

> DHS
Department of Homeland Security

> USCIS
United States Citizenship and Immigration Services

> ICE
Immigration and Customs Enforcement

> SSA
Social Security Administration




Getting Started — Key Notes

» What is E-Verify?
E-Verify is an electronic verification system that reports the work authorization
status of new hires based on |-9 data (with the exception of Federal Contractors
subject to FAR who also may be required to submit existing employees).

> Who Manages E-Verify?
E-Verify is managed by SSA and DHS/USCIS.

> E-Verify is NOT...

... a system to provide immigration status

... used for prescreening

... a safe harbor from worksite enforcement




E-Verify State Map

> Visit www.lawlogix.com/e-verify-map/ to click on your state for up-to-date
and more detailed information on that state’s E-Verify status.

Public Employers and/or Contractors

Public Employers Only

Employers through Local or Municipal Requirem... 4

Rescinded or Expired

All or Most Employers

Contractors Only



http://www.lawlogix.com/e-verify-map/

Privacy Guidelines

> Allow only authorized employees to use E-Verify. Ensure that only the
appropriate employees handle information and perform verification cases.

» Secure access to E-Verify. Protect the password you use to access E-Verify
and ensure that unauthorized users do not gain access to the system.

> Protect and store individuals’ information properly. Ensure that employees’
information is stored in a safe and secure location
and is accessible only by authorized individuals.

> Discuss E-Verify results in private. Ensure that TNC and
FNC results are discussed in private with employees.




E-Verify Requirements

> All employers participating in the E-Verify Program must notify jolo applicants of
participation and clearly display both the English and Spanish Notice of E-Verify
Participation and the Right to Work Poster at all hiring locations that participate
in E-Verify.

This Organization
Participates in E-Verify

This employer participates in E-Verify and will
provide the fodaral govarnment with your
Form 149 information to confirm that you are
authorized to work in the U.S.

If E-Verify cannot confirm that you are
authorized to work, this employer is required
10 give you written instructions and an
opportunity Lo contact Department of
Homeland Security (OHS) or Social Security
Administration (SSA) 30 you can begin to
resalve the issue before the empioyer can
take any action against you, including
terminating your employment.

Employers can only use E-Verify once you
have accepted a job offer and completed the
Form 19,

E-Verify Works for Everyone

For more information on E-Verify, or if
you believe that your employer has
violated its E-Verify ibilit

Esta Organizacién
Participa en E-Verify

E3te empleador participa an E-Verity y proporcionars

para confirmar que usted esta autorizado para trabajar
enlos EE.UUL
i E-Verify no pusde confirmar que usted esti
‘autorizado para trabajar, este empleador esth
requerido a darle instrucciones por escrito y una
oportunidad de contactar sl Departamento de
Saguridad Nacional (DHS) o a 1a Administracién del

tomar cuslquier accion en su contra, incluyendo la
terminscion de su empleo.

Los empleadores séko pueden ullizar E-Verify una vez
que usted haya aceptado una oferts de Uabajoy
complatado el Formulario b

E-Verify Funciona Para Todos

Para més informacién sobre E-Verify, o si
usted cree que su empleador ha violado

please contact DHS,

sus de E-Verify, por
favor contacte a DHS.

888-897-7781
dhs.gov/e-verify

SI USTED TIENE DERE

Usted debe saber que...

En ' mayoria de los casos, los empleadores no
pueden negarle un empleo o despedirio
debido a 5 nacionalidad de origen o estatus
de udadania, ni tampoco negarse 3 aceptar
sus documentos vélidos y legales.

Los empleadores no pusden rechazar
documentos porque tengan una fecha de
vencimiento futura,

Los empleadores no pusden despedirio debido
 E-Verify sin darle una oportunidad de
resolver el problema

Ena mayoria de los casos, los empleadores no
pueden exigr que usted sea ciudadano
estadounidense o resicente legal permanente.

Seccion de Derechos de Inmigrante
Departamento de Justica de los EE. UU., Divisicn

You should know that...

In most cases, employers cannot deny
you a Job or fire you because of your
national origin of citizenship status or
refuse to accept your legally acceptable
documents.

Employers cannot reject documents
bacause they have a future expiration
date.

Employers cannot terminate you because
of E-Verify without giving you an
opportunity Lo resolve the problem.

In most cases, employers cannot require
You'to be a US. citizen or a lawful
permanent resident.

Contact IER

For assistance in your own language
Phone: 1-800-255-7688
TIV: 1:800-237-2515

Emailus
IER@ usdol gov

Or write to
USS, Department of Justice ~ CRT
Immigrant and Employee Rights — NYA
950 Pennsyivanta Ave., NW
Washington, DC 20530

Immigrant and Employee Rights Section

US. Department of Justice, Civil Rights Division




E-Verify Requirements

> All employers participating in the E-Verify Program must be familiar with the
E-Verify User Manual. A link to the current E-Verify User Manual is available in

Guardian Help > Additional Resources.

E-Verify
User Manual
For Employers




E-Verify Requirements

» Once enrolled, employers must submit all new hires to E-Verify (certain FAR
Federal Contractors excluded). Employers must not selectively verify work

authorization for newly hired employees.

RALAA




E-Verify Requirements

» E-Verify should be used for all new hires regardless of national origin or citizenship
status. Employers must not discriminate against any job applicant or new hire on the
basis of his or her national origin, citizenship, or immigration status.




E-Verify Compliance

» Employees should be submitted to E-Verify within three business days of the
hire date (also known as the Thursday Rule).
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E-Verify Compliance

» Employers must not specify or request which Form |-9 documentation a newly
hired employee must use.

LISTS OF ACCEPTABLE DOCUMENTS

All documents must be unexpired

LISTA LISTB LISTC
Documents that Establish Both Documents that Establish Documents that Establish
Identity and Employment dentity Employment Authorization
AND
1. US Passportor US. Passport Card | 1. Drivers license or ID card issued by | 1. Social Security Account Number
a State or outlying possession of the card other than one that specifies
United States provided it contains a on the face that the issuance o€ the
photograph or information such as card does not authorize

2. Permanent Resident Card or Alien name, date of birth, gender, height, employment i the United States
R:gmu(m Receipt Card (Form yeiodlor;and addreds
155

2. C Birth Abroad
B G L issued by the Department of State

3. Foreign passport that contains a local govemnment agenc (Form FS-545)
temporary 1-551 stamp or temporary. emme pnwlded it cmmlm a
1551 onamachine-
readable immigrant visa name, date o{bmh sendex henghl 5

o arid ki 3. Centification of Report of Birth
e caor; andackhess issued by the Department of State:

4. Employment Authorization Document | 3. School ID card with a photograph §roemDEISA)
that contains a photograph (Form
L) 4. Voter: tion card

3 s registration car 4 copy of birth
certificate issued b, a State,

5. Inthe case of a nonimmigrantalien | 5. U.S. Military card or draft record county. municipal authority, o
athorized to work fora specific teritory of the United States
employer incidentto status, a foreign | 6. Military dependent's ID card B0 wtorlci S5
passport with Form 1-94 or Form
1-94A bearing the same name as the ”
passport and containing an - U5 Const Guard Merchant Mariner | . Nive American ebal document
endorsement of the alien’s i
nonimmigrant status, as long as the
period of endorsement hamotyet | & Native American wibal document
expired and the proposed. 3. Drivers license issued by a Caradian | & U'S:Ciizen D Card (Form 1197)
employment is not in conflict with ! oo
any restrictions or limitations e sy
identified on the form 5

For persons under age 18 who 7. Identification Card for Use of
are unable to present a Resident Citizen in the United
document listed above: States (Form 1-179)

6. Passport from the Federated States of
Micronesia (FSM) o the Republic of .
the Marshall Islands (RMI) with 10. School record or report card 8. Employment zm.hnnmuon
Form 1-94 or Form 1-94A indicating document ssued
norimmigrantadmissionunderthe | 11, Clnic, ocor, o hspital record Department of Ilomehnd Security
Compactof Free Association
B e Unied Saen and
Pontarag e Sates i 42 Day.care or nursery school record

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

Form 19 (Rev 08107709) ¥ Pas




must be provided in Section 1.

E-Verify Compliance

» Submission to E-Verify may only occur after -2 completion. The employee SSN

2 Employer or

sve must complete — day vou
e o - nt o Li C 2¢ ted on
=\ Employment Eligibility Verification USCTS 3
2 o ¢ Homeland e Form L9 oy, document number, and exgiraton gat, i any.)
= epartment of Homeland Security OME o, 16150057
U.S. Citizenship and Emmigration Services Expires 03312016 25t Hame. First Name and Middle Initial from Section 1: Turing, Alan
ListA oR ListB ListC
tir il this form. &ﬂ tic Identity
fiscrimir -authorized individuals. Employers CANNOT specify which le: Document Title:
ment The refusal to hire an individual because the documentation presentad has 2 fiture Individual Under Age 18 Card (Unrestricted)
xpiration dsta may 3isa constiuta flagsl discnminaton. =3 Tssuing Authoriy: Tzsung 3
Sociai Security

Section 1. and i complete and sign Section 1 of Form 19 o later = Bocmrert Namber Document Nurmber:
han the first day of pting 3 job offer) 10001728485
Last Name (Family Name) e | Jsed (i any) Expirstion Expration Date (f anyfmm/sdyyyy):
Turing Alan | =
Address (Sireet Number and Name) Apt Number | City or Town State Zip Code

=3
10101 Binai Stafford PA 12456
Date of Bth (mmig ress Taephons Number ==
0210211996

30 Barcade

13m awars that faderal & nt andlor fines for false statements or uss of false documents in - roode
connection with the completion of this form. o= Do Mot Wrike in This S|
1 attast, under penaity of perjury, that | am (check one of the fallowing): b
X A citzen of the United Staes

==
[ A nonsitizen national of the United States (See instructions)
[ Atsw Registration Number)
[ 40 alien authorized to work until (expiration date. if applicaiie. mmiddyyyy) ‘Some aliens may write "N/A” in this ield. fon

(See instructions)
For.

work, pravide your Alien
Number:

1. Alien Ragistration
OR

2. Form 1-84 Admission Numbsr

1 you btsined your sdmission number from CBP in connastion with your smival in the United

States. include the following:

194 Ad N

fier penatty of perjury, that (1) | have examined the document(s) presented by the above-named employee, (2) the

3.0 Barcode
Do Not Writs in This: Space

o documentis) appear to be genuine and to refate to the empioyee named, and (3)to the best of my knowiedge the
s ork in the United States.

es's first day of 041172013 i 3 3
Employer o Authorzed Reprasenizive te (@) | Tie of Erployer or Authorized Represeriatve
Hiring 0

ally Signed by J. Manager
B

041152013
fFamiy Name) [

Organization Name

soe | Guardian Troining Company
s o G s e b s ] s

Forsign Passport Number: CyorTomn [B oo
Country of Issusnce: one Way Philadelphia PA 12356
Some aliens may write "NIA" on the Forsign Issuance fekds. 3 and Renires (72 T pioyer E ]
< (7 applcable] Last Name (Famiy Name] - T8 Doe o’ G T ayyyE
e ——— [ —— [
Preparer and/or Translator Certification (Te be compisted and signed if Section 1 iz prepared by a person other than the ‘
mpioyee.) ™= Document Number: ‘Emvmu Date (F any)mmiacyy) ‘
1 attest, under penalty of perjury, that | have assisted in the completion of this form and that to the best of my knowledge the
information is true and correot. fe- penatty of perjury, that tothe  knawicdge, - in . ana it
. i and 1o relate to the ind
Sgnature of Prapares or Transistor Date (i
Signed by T. Turing haerons T — ‘m oy ot Harme of Emplopes o Adtored Rapresemtatee ‘
ot Vs (Famiy Name] Firet Nama (Gven Name]
Turing Mister 08113 N Page gt
e T oo T [ZoeE
10101 Binary Rd Stafford PA ‘ 12456
@  Ewployer Completes Next Page @

FormIo 030813 N

PagaTore




E-Verify Compliance

List B Documents
If a List B document is presented, employers may only accept List B identification
documents containing a photograph.

WASHINGTON ODRIVER LICENSE_
we e DRIVELTI9JE  exr MS-Z.Q\

DRIVER, TE!
PMB 34587 PO BOX 257 ,
oekwAmS WASHINGTON /01710 Ti0N CApx
= m uce FRONTLP9720C exr 03-03-2011 _,
FRONT LINE PHOTO
155U paTE 08 405 BLACK LAKE BLVD
von 04-05-1 OLYMPIA WA 95564
| CAHaR T o, W N
. 1SSUE DATE 9817 D
vos §3-03-1
1
CAHER 5T ‘
LS




E-Verify Compliance

Photo Matching prompts users to compare an employee’s photo ID with the
photo displayed by E-Verify when one of these is presented:
\\

YD Yoonte
Q U.S. Passport or Passport card e \3\ Jeople
d Permanent Resident Card (I-551) :

d Employment Authorization Document (I-766)

STATES OF AMERIFA |

*PASSPORAT CARD »

PCUSATRAVELER<CHAPPY
3400072370USA6707046F 1608078910000193<113538

Compare the E-Verify photo to the employee’s document photo (not to the employee directly).

Retention: E-Verify requires that employers retain copies of these documents.




E-Verify Compliance

» Employers must not take any adverse action against an employee based upon
a case result unless E-Verify issues a Final Non-Confirmation or “No Show”.




E-Verify Photo Matching

» Photo matching is an automatic part of the
E-Verify submission that prompts users to
compare an employee’s photo ID with the
photo displayed by E-Verify. The photo
matching step occurs when an employee
has presented a U.S. Passport or Passport
card, Permanent Resident Card (I-551)
or an Employment Authorization Document
(I-766).

» Compare the photo displayed by E-Verify to
the photo on the employee’s document
and determine if the photos are reasonably
identical.

» Do not compare the photo displayed by
E-Verify to the employee directly.

E-Verify ror Goodell, Elaine

Overview  EVerify Status  Close Case  Manual Processing

E-Verify Process In Progress - Photo Match Needed
E-Verify photo match required.

Does the photo to the left match the photfis
provided by the employee?

Things To Know About Photo Mat

« Photo must be compared to the document presented, not the employee in person.
« Employee photo documents should be stored in employee's OnDocs file for reference




Check Information

> |If the information entered does not
immediately match records available to
Social Security Administration (SSA) and/or
U.S. Department of Homeland Security
(DHS), the ‘Check Information’ screen
appears so that you can confirm that the
information was entered correctly.

» The employer may either confirm that the
information matches Form |-9 or correct
information by clicking “Amend this I-9".

E-Verify for Goodell, Elaine

Overview E-Verify Status Close Case Manual Processing

E-Verify Process In Progress - Verify all information is correct
E-Verify requests you review and verify the correctness of the I-9 information.

Information For Review
Carefully review these items below for correctness.

E-Verify requests a review of the I-9 information for the fields included below. Utilize the amendment tool to correct
any data entry errors before continuing the E-Verify case.

Information Originally Submitted Information to Re-Submit

132-21-3214 132-21-3214

Amend this 1-9 Continue with Case

Social Security Number




Tentative Nonconfirmation (TNC)

> What is a Tentative Non-Confirmation (TNC)?

A DHS or SSA TNC means that the information provided to E-Verify from an
employee’s Form I-9 did not match records available to DHS or SSA. A DHS or
SSA TNC case result does not necessarily mean that the employee is not
authorized to work in the United States.

» Can an employee be terminated for receiving a TNC?

No, the employee must first be given the opportunity to contest the TNC. The
employee may only be terminated because of E-Verify if they decide to not
contest the TNC, or if they receive a Final Non-Confirmation (FNC) or “No Show”
response for their E-Verify case.




Tentative Nonconfirmation Processing

> Steps for employer:

1. Nofify the employee of the TNC as soon as possible.

2. Privately review the E-Verify generated Further Action Nofice (FAN letter)
with the employee.

Allow the employee to decide whether or not to contest the TNC.

Ensure the employee and representative signs and dates the FAN letter and
provide the employee a copy.

5. Keep the original signed FAN letter on file with the I-9.

You may provide the Further Action Notice to the employee in person, by fax, e-mail,

overnight or next day delivery services, as long as you take the proper precavtions to
ensure the employee’s information is protected. You many not send the Further Action
Notice by mail.




Tentative Nonconfirmation Processing

> Steps for employer after employee has contested the TNC.:

1. Initiate the referral with E-Verify.

2. Provide the employee with a copy of the Referral Date Confirmation (RDC
letter) and explain the next steps.

Retain the original RDC letfter with the I-9.

4. Continue to maintain the employee in the same work status without making
any changes throughout the period that the TNC is pending.

> Steps for employee after deciding to contest the TNC:

1. The employee has eight (8) federal government work days from the date of
the referral to contact the appropriate federal agency to contest the TNC.




Employer notifies
employee of TNC

Employee
visits SSA

EMPLOYEE s

Employee decides
whether to contest

¥ Contest
[ Not Contest

WO”QP
EMPLOYEE

Employer receives
updated results

o

EMPLOYER

Tentative Nonconfirmation Processing
> Processing an SSA TNC

Employer refers
case to SSA

EMPLOYER EMPLOYEE

Employer closes
the case

EMPLOYER




Tentative Nonconfirmation Processing
> Processing a DHS TNC

Employer notifies Employee decides Employer refers
employee of TNC whether to contest case to DHS

¥ Contest
J Not Contest

Employee Employer receives Employer closes

calls DHS updated results the case

\ﬂ,
i
[
—
EMPLOYER



Tentative Nonconfirmation Processing

» The employee has eight (8) federal government days from the date of the
referral to contact the appropriate federal agency to contest the tentative

non-confirmation.

4June 2011 p




Tentative Nonconfirmation Processing

> Inthe event of a DHS TNC due to a photographic mismatch, E-Verify prompts

the user to submit a copy of the employee’s photo document to DHS. The copy(s)
must be submitted electronically within Guardian.

EVerifysor Goodell, Elaine e

E-Verify Process In Progress- Photo Submission Required
E-Verify requests you transmit a copy of the I-9 supporting document.

Document Selection

If you do not see the document listed, please use the View Employee OnDocs button to upload a copy to the
employee's record.

Select File for U.S. Passport - ID Page
@ U.S. Passport-ID Page [View]

) U.S. Passport-Barcode Page [View]

Select File for U.S. Passport - Barcode Page
© U.S. Passport-1D Page [View]

@ U.S. Passport-Barcode Page [View]




TNC Employer Obligations

>

An SSA/DHS TNC does NOT mean that the employee is not authorized to work in the United
States.

Employers may not fire, suspend, delay training, withhold or lower pay, or take any other
adverse action against an employee during the time they are contesting a case result.
E-Verify may take up to 15 federal government workdays to respond to a TNC.

The employer may not ask the employee for additional evidence or confirmation that
SSA/DHS resolved his or her case.

Employers may terminate workers based upon E Verify only upon receipt of a Final
Nonconfirmation (including a No Show),or when an employee has chosen not to contest
a Tentative Nonconfirmation.




E-Verify Case Closure Statements

>

The employee continues to work for the employer after receiving an Employment
Authorized result: E-Verify has verified that the employee is eligible to work in the United
States and the employee continues to work for the employer.

The employee continues to work for the employer after receiving a Final Non-confirmation
result: E-Verify cannot verify that this employee is authorized to work in the United States.
The employee had contested the TNC, but was unable to resolve it. The employer chooses
to exercise its legal right to allow the employee to continue to work.

The employee continues to work for the employer after receiving a No Show result: E-Verify
cannot verify that this employee is authorized to work in the United States. The employee
had contested the TNC, but did not take action to resolve it. The employer chooses to
exercise its legal right to allow the employee to continue to work.

> The employee continues to work for the employer after choosing not to contest a TNC:
E-Verify cannot verify that this employee is authorized to work in the United States.
The employee chose not to contest the TNC. The employer chooses to exercise its
legal right to allow the employee to continue to work.




E-Verify Case Closure Statements

>

The employee was terminated by the employer for receiving a Final Non-confirmation
result: E-Verify cannot verify that this employee is authorized to work in the United States.
The employee had contested the TNC, but was unable to resolve it. The employer
terminated the employee because of the Final Non-confirmation result.

The employee was terminated by the employer for receiving a No Show result: E-Verify
cannot verify that this employee is authorized to work in the United States. The employee
had contested the TNC, but did not take action to resolve it. The employer terminated
the employee because of the No Show result.

The case is being closed because DHS or SSA instructed this employer to close the case:
The employer was directed by DHS or SSA to close this case.

> The employee was terminated by the employer for choosing not to contest a TNC:
E-Verify cannot verify that this employee is authorized to work in the United States.
The employee chose not to contest the TNC. The employer terminated the employee
because of the employee chose not to contest the TNC.




E-Verify Case Closure Statements

>

The employee quit working for the employer: The employee chose to stop working for
the employer.

The employee was terminated by the employer for reasons other than E-Verify: The
employer terminated the employee for reasons unrelated to E-Verify.

This case is being closed because of technical issues with E-Verify: E-Verify was unable to
process this case due to a technical issue. The employer is closing this case and needs to
create a new case.

The case is invalid because another case with the same data already exists: An E-Verify
case with the same data was already created for this employee. This is a duplicate case.

The case is invalid because the data entered is incorrect: The data entered for this
employee was not correct.




E-Verify Case Closure Statements

>

The case is being closed because the document is expired: The document presented by
the employee for verification was expired. The employer is closing the case and needs to
create a new case with an unexpired document.

The case is being closed because DHS or SSA instructed this employer to create a new
case for this employee: The Department of Homeland Security (DHS) or Social Security
Administration (SSA) instructed the employer to create a new case for this employee
because E-Verify was unavailable, or for another reason.

The employee is no longer employed by the employer for reasons unrelated to E-Verify
and the TNC process could not be completed: The employee is not available because
they are no longer working for this employer for reasons unrelated to E-Verify.

The Tentative Nonconfirmation (TNC) process could not be completed.




E-Verify Case Resolution

» Cases returned as Employment Authorized are automatically closed by E-Verify.
In the event of a Final Nonconfirmation (FNC) users are responsible for closing the

case manually.

» E-Verify returns a variety of case responses that can be initial, interim or final.
The E-Verify response shapes the available options for the employer and next steps.

E-Verify for Goodell, Elaine

Overview E-Verify Status Close Case Manual Processing

Close Case

Available Reasons To Close this Case

“The case is being closed because the data entered is incorrect.

Close This Case

| Go Back || View Employee




E-Verify Case Responses

> Employment Authorized: Employment eligibility is verified and the case is ready
to resolve.

> DHS Verification in Process: Indicates that the non-citizen’s information provided
to SSA matches the information contained in SSA records, but did not match DHS
records. The case is referred to DHS for verification. No action is required by the
employer. DHS will normally respond within 24hrs.

> SSA/DHS Tentative Nonconfirmation: A TNC case result means that the
information entered into E-Verify from Form |-9 differs from records available to SSA
and/or DHS. E-Verify identfifies the agency associated with the mismatch when the

TNC result is provided.




E-Verify Case Responses

> SSA/DHS Case in Continuance: Indicates that following an SSA/DHS TNC the
employee has visited SSA or contacted DHS, but more time is needed to confirm
employment eligibility.

> DHS No Show: Following a TNC referral, a DHS No Show case result indicates that
the employee did not contact DHS within eight federal government working days
and is considered a Final Nonconfirmation. Employers may terminate employment
based on a case result of DHS No Show.

> SSA/DHS Final Nonconfirmation: An SSA or DHS Final Nonconfirmation case result
is received when E-Verify cannot verify an employee’s employment eligibility after
an employee has visited a SSA field office or contacted DHS during the TNC
referral process.




For Additional Assistance

» Select Help from the vertical toolbar to access other
Guardian futorials.

» For additional assistance contact your in-house
Guardian expert.




Confidential User Guide

Please do not distribute this document outside of your
organization without our written permission.

Thank you.
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