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Legal Disclaimer

This webinar is for informational and educational purposes only. It does
not constitute legal advice, and cannot constitute legal advice, because
the authors are not licensed attorneys.

Readers should not rely or act upon any information presented on this
webinar without seeking professional legal counsel.

The information provided in this webinar is general, and based on
information available as of the date of publishing. Information herein is
provided on an “as is” or “as available” basis;, we make no warranty of any
kind to you regarding the information provided and disclaim any liability
for damages from use of the webinar or its content.

Please consult an attorney to obtain advice with respect to any
particular question or issue.
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Family-Owned Payroll & HR Services
provider headquartered in
Brecksville, Ohio

Over 50 years of payroll, tax, and HR
experience, having served over
10,000 small businesses nationwide.

Full range of Payroll and HR services
and software




Today’s Presenter

Alec Brown
Learning and Development Specialist

AHOLA

HR SOLUTIONS | PAYROLL




Special Thanks

Laurie Geiger, PHR
ProActive HR Consultant
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Agenda  Form I-9 basic requirements and

general best practices

« Conducting internal reviews and
rectifying errors

* Avoiding common mistakes,
INncluding avoiding discrimination
and human error

« Potential penalties associated with [-9
audits
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What is the
purpose of
Form I-9?

OOOOOOOOOOOOOOOOOOO




Immigration and Customs
Enforcement (ICE)
The Department of Homeland

-  |CE is a federal law enforcement agency
Security (DHS) under the Department of Homeland
Security. |
 DHS is responsible for 22 different federal * The mission of ICE is to protect the U.S. from
departments, including the U.S. Immigration the cross-border crime and illegal ,
and Customs Enforcement agency. immigration that threaten national security
* The mission of the DHS is to secure the and public safety. , ,
nation’s air, land, and sea borders to prevent * Conducts Form I-9 Audits and issues
illegal activity while facilitating lawful travel penalties.
and trade.

U.S. Immigration
and Customs
Enforcement
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Significance of Form I-9

Purpose

Mandatory document

Verifies an individuals identity

Verifies the eligibility of an employee for

employment

Form I-9, otherwise known as Employment
Eligibility Verification, is a United States
Citizenship and Immigration Services (USCIS)

document.
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Employment Eligibility Verification USCIS

Department of Homeland Security o_\:;onall ;30‘._

NG U.S. Citizenship and Immigration Services Eeooy: 0331207

START HERE: Employers must ensure the form Instructions are avallable to employees when compieting this form. Employers are liable for
falling to comply with the requirements for completing this form. See below and the instructions.

ANTI-DISCRIMINATION NOTICE: All empioyees can choose which acceptable documentation 10 present for Form 1-9. Employers cannot ask
employees %or cocumentation 10 verify information in Section 1, or specify which acceptable documentation employees must present for Section 2 or
Supplement 8, Reverification and Rehire. Treating employees derently based on thelr citizenship, mmigration status, or national origin may be Hegal

‘Section 1. Employee Information and Attestation: Employees must complete and sign Section 1 of Form -9 no later than the first
!Pyo!unploymnt“ but not before accepbng a job offer. et

Last Name (Family Nune‘) First Name (Given Name) Misde lhﬂ-l' (rany) | Other Last Nme't-\.—sm?i any)

| 4 - v - . v -
Agaress (Street Numbder and Name) Apt. Numbder (Fany) | City or Town Juwate ZIP Coce
-

Oate of B (mmvadyyyy) U.S. Soclal Security Number Employee’s Emal Aocress Employee’s Telephone Number

1 am aware that federal law Check one of the foliowing bowes to anest 10 your CHzensHp or Immigration sietus (See page 2 and 3 of the Pstrucions.
provides for Imprisonment ana'or
fines for false statements, or the
usé of false documents, In

1. AchZen of the Unked States
2. A nonchzen national of e Unhed Siates (See Instnuctions.)

..

::':‘“w""' :'m the completion of 3. Amwful permanent resident (Emer USCI3 or A-Number.) |
“MWMW “m'.' __| 4. An glen sumonzed to work unl (exp. cate, ¥ any)
Including my selection of the box
attestingtom c'mmmp or A 1 you check Item MN’ 4. erter one of these: o |
imm s . I8 true and USCIS A-Number Form 184 Aamicgion Number Forelgn Paceport Number and Country of lccuance
correct. o R

[ Sigrature of Empicyee . o Todass Date (mmeayyyy)

If a preparer andior tranciator accicted you In completing Section 1, that percon MUST complete the Preparer and'or Tranciator Certification on Page 3.

on : of thelf authonzed representative must compiete and sign Section 2 within three
}mm 's frst day of and must examine, or examine consistent with an athve procedure
authorized N%QM.WMMAOR of documentation from List B and List C. Enter any acditonal
|goou! In the Information DOX: §ee Instructions

UstA on UstB AND OsiC

Document Number (f 3ny)

| Exgiration Date (f any)
:Mmm:am Additional Information |

’luunamnm

imwmm ‘

Exgiration Oate (Famy) |

‘mmaum

Bing Authority

Document Number (f any)

Expiration Date (famy) | [[] check nere if you uses an aternatve procedure sumorzed by DHE i examine documents.

Certification: | attect, under penalty of perjury, that (1) | have examined the dooumentation precented by the above-named ::‘t‘g:;deimpmmt
employee, (2) the above-licted documentation appears to be genuine and to relate to the employes named, and (3) to the , vy
bect of my knowledge, the empioyee I authorized to work In the United States.

’ » - » 4
Last Name, First Name and Tite of Employer or Authorized Represertative igrature of Employer or Autronzed Represertatve Tocay's Dage (mmdaryyyy)

Empioyers Busiress or Organ=ation Name Empioyers Busiress or Organzaton Adaress, City or Town, 8%ate, 2P Code

For reverification or rehire, complete Supplement B, Reverification and Rehire on Page 4.
Form1-9 Edinon 012025 Page 1 of 4



Basic Requirements and Best Practices

Essential Tips and Best Practices Include:

1. Always use the latest version of the form

2.Make sure the information is clear and can be read

3.Check that the date entered in Section 2 as the date employment began
matches payroll records

4. Know how to examine the -9 accurately

5.Understand proper record retention

o.Prepare for an audit even when compliant

7.Understand E-Verify

8.Prevent the preventable
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Section 1
of Form 1-9

Common Mistakes to Avoid
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PDIONY I 4

st D Yt for Sectio

on: Employees must complete and sign Section 1 of Form |- no later than the first
—

Check cne of the folowing Boxes to amest 10 your CIzensNp or Immigration senus (See page 2 and 3 of the Pstructons. &
7] 1. Achzencftne Unked States

2. A nonchizen national of e Unied States (See Instnuctions )

3. Alawful permarent resicent [Emer USCIS or A-Number.)

DCMMU)WMMW‘WMWWDMMW.
First Day of Empioyment

Employers Busiress or Organization Name Empioyers Busress or Organaton Adaress, City or Town, Sate, ZIP Code



Section 1
of Form 1-9

Common Mistakes to Avoid

The employee has missing,
iIncomplete or incorrect information

INn one or multiples areas.

Employee must complete within a
certain timeframe.

Preparer/Translator has missing,
Incomplete, or incorrect information
INn one or multiple areas of their
designhated portion.
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Section 2
of Form I-9

Common Mistakes to Avoid
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PDIONY I 4

st D Yt for Sectio

on: Employees must complete and sign Section 1 of Form |- no later than the first
—

Check cne of the folowing Boxes to amest 10 your CIzensNp or Immigration senus (See page 2 and 3 of the Pstructons. &
7] 1. Achzencftne Unked States

2. A nonchizen national of e Unied States (See Instnuctions )

3. Alawful permarent resicent [Emer USCIS or A-Number.)

DCMMU)WMMW‘WMWWDMMW.
First Day of Empioyment

Employers Busiress or Organization Name Empioyers Busress or Organaton Adaress, City or Town, Sate, ZIP Code



Section 2
of Form I-9

Common Mistakes to Avoid

Employer has missing, incomplete, or
Inaccurate information on employee.

Employer has missing, incomplete, or
Inaccurate information concerning
acceptable documents from
employee.

Employer’'s authorized representative

has missing, incomplete or
Inaccurate information on employee.

The section is not filled out within
designated timeframe.
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Supplement B, USCIS

Reverification and Rehire (formerly Section 3) s':;rn:; 5

Department of Homeland Security OMB No. 1615-0047
U.S. Citizenship and Immigration Services Expires 05312027

i

Instructions: This supplement replaces Section 3 on the previous version of Form I-3. Only use this page If your employee requires
reverification, Is rehired within three years of the date the original Form I-3 was compieted, or provides proof of a legal name change. Enter
the employee’s name In the feids above. Use a new saction for each reverification or rehire. Review the Form I-9 Instructions before
completing this page. Keep this page as part of the empioyee's Form I-9 record. Additional guldance can be found In the

Handbook for Empioyers: Guidance for Completing Form 1-9 (M-274)

Supplement B Form

Document Title
- 1 attest, under penaity of perjury. that to the best of my knowtedge, this empioyes is autnorized to work In the United States, and If the
WMMMM! xamined appears 0 be genuine and to relate to the Individual who presented it.

s

Adarional Information (Initial and date each notation.)

Oaze of Rehire /I acoicadie)

Oate (mmddyyyy) Last Name (Family Name) Frst Name (Given Name) -
Rever e ny acceptabie List A or List C 0ocumentation to show

Common Mistakes to Avoid

1 attest, under penalty of perjury, that to the best of my knowledge, this empioyee Is authorized to work In the United States, and If the
memwlmmbuwmbumnmmmmt

Addmonal Information (Intal and date each notation.)

Date of Rehre (I agoicadie) Name (¥ appicavie)
Date (mmoalyyyy) I Last Name (Family Name)

- Y =S - 2 v » .
e

1 aftest, under penalty of perjury, that to the best of my knowsedge, this empioyes is authorized to work In the United States, and If the
WMMNM examined appears to be genulne and to reiats to the Individual who presentsd it.

A O A Acamonal Information (Intial and date each notation.)
® EE———————————————————————————————————————

Check here If you used an
[) stemative procecure authorized
oy OHS 10 examine documents.

FormI-9 Edinon 012025
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Employer does not carry down
accurate information from Section 1.

Supplement B Form

I 9 Employers does not re-verify
= acceptable documentation.

Common Mistakes to Avoid Employer has missing, incomplete, or
Inaccurate information at time of

Rehiring employees, name changes rehire.

and work expiration

Employer does not complete Iin
designated timeframe for

compliance.
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Preventing
Discrimination in the

Employers must accept any valid
document an employee presents as
long as the document reasonably
appears to be genuine and relate to

N

Form I'g and E'Verify the employee, and must reject
Processes

documents that do not.

List of acceptable documents is
listed Form 1-9 for easy reference.

Employer cannot request specific
documentation.

QR
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Form I-9 Audit Process

1. Notice of Inspection

2. Form I-9 Inspection/Audit

3. Determine Violations

4. Written Notification of Findings

AHOLA
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Potential Penalties
Associated with I-9
Inspections by ICE

-,

Base fine is established by the
number of infractions divided by the
number of Forms I-9 that should
have been presented for inspection.

Total penalty determined by base
amount, size of business, good faith
of employer, seriousness of
violation(s), involvement of
unauthorized workers, and history of
previous violations.

Fines increase for second and third
offenses and can range from $288-
$28,619 per offense.
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Make a list of current employees and
a list a employees terminated in the
last three years.

Checklist for Surviving
an -9 Audit

Have copies of all I-9 forms
(electronic or physical) for current
employees.

What do you need to do?

Make sure you are using the current
version of Form [-9.

Collect missing Forms 1-9

AHOLA
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Checklist for Surviving
an -9 Audit

What do you need to do?

Q Q&K

Audit Current Employees

Review Errors

Organize and Correct Terminated
Employee I-9s

OOOOOOOOOOOOOOOOOOO



Tying it Together
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Subscribe!

ProActive HR Inspire
Free HR Tips & Best Practices
for Small Businesses Sent Bi-Weekly

We're answering your most asked HR
guestions...

Email

to be added to the list!

Viere answering your most asked HR Questions .. 1s Trex wornd Dol degisey g commwely

Yiww i i your Bruwest

ProActive HR Inspire {;

I OL HR Tips & Best Practices for

Small Businesses
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Introducing ProActive HR Inspire, a free, bi-weekly email
update, where we share trending HR topics, tips and best
practices for small businesses.

Trending HR Question:
We have no formal disciplinary process or procedure. How do we address
an employee who is being inappropriate?

Answer:

This question is why having a handbook with updated policies, including a
disciplinary process, is so important. From time to time, you will need a
manual to guide you through these situations and to ensure fairness in your
response to and education for the employee in question. Having a process
also helps to correct any shortcomings to coach employees to be valuable,
contributing members of the workforce. Documentation created as a result
of the discipline process can also help protect an employer if termination or
other adverse employment decision becomes necessary.

Before all else, establishing a workplace code of conduct as well as other
workplace standards is necessary. Employees must have fair and
reasonable notice of what is expected of them. They must know the
parameters of permissible and prohibited conduct in the workplace. Once
you establish a policy, you will want to investigate and address the
behaviors deemed inappropriate per your disciplinary method. The ultimate
objective of progressive discipline is to help employees correct conduct
problems and resolve performance issues in the earliest stages. Depending
on the situation and how overt the behavior is, you will want to meet
discipline with the degree of misbehavior.

For example, if the employee cursed in front of a customer you may choose
to write them up and file the write-up in their personnel file. However, if the
employee got physical with another coworker or engaged in any criminal
activity, you likely should terminate pending thorough investigation. Of
course, every instance is different and should be assessed on a case-by-
case basis.

As always, be sure to properly document and have ongoing conversations
about expectations such as professionalism and behavior to avoid future
issues. In the interim of creating your policy, let the employee know that
inappropriate behaviors were reported and ask them to explain themselves.
Continue to monitor and document the situation while providing factual
feedback to the employee. Here are some fypical examples of employee
discipline.
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Thank You!

Alec Brown
Learning and Development Specialist
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