


[bookmark: _GoBack]The Form I-9 is a federal document administered by the U.S. Citizenship and Immigration Services division (USCIS) of the Department of Homeland Security. The regulations have been in effect since 1986 and the requirement is that every employer validate the identity of new employees and their eligibility to work in the U.S. The overarching requirements are straightforward:  
· The employee is required to complete Section 1 of the Form I-9 on or before his/her start date of employment. Section 1 includes personal information and attestation of citizenship status.
· DPS Human Resources Representatives are required to view original documentation from the employee that proves his/her identity and eligibility to work in the U.S. within three (3) business days from the start date, which is the federal requirement, and complete and sign Section 2 of the Form.
At DPS, we utilize Equifax as our third-party vendor, and the detailed process is as follows:
· After Human Resources completes the “hire” action in Infor HR, all new employees receive a link from Equifax via personal email and are asked to complete Section 1 of the Form I-9 electronically.
· Employees also receive instructions in their hiring communications to complete their Form I-9 within three (3) business days from their start date.
· For school based and central office employees, the Human Resources Representatives at Emily Griffith Campus meet with employees, review and verify their documentation, and complete Section 2 of the form in the Equifax system. The Human Resources Representatives supporting Facilities, Enterprise Management, Extended Learning and Transportation follow the same process for their employee groups.   
If a new employee fails to complete the Form I-9 and provide appropriate documentation within 3 business days from the start date, DPS has an obligation to ensure the employee is restricted from any additional work, which may include unpaid Administrative leave or termination. 
In the event DPS is audited by USCIS, we could be subject to daily fines for 1) failure to comply with the 3- day requirement or 2) employing individuals who were unable to provide documentation that validated their eligibility to work in the U.S.
If you have any questions or need additional information, please contact your HR Partner or HR Connect at x33900.




