	
	The Department of Human Resources


Memorandum

To:
Deans, Division Chairs, Directors and Unit Heads

From:
Gail Bradshaw

CC:
Provost Paul Keys

Date:
02/28/01

Re:
Change in Graduate Assistantship Process Policy, re: I-9 Form

Please give notice to the following change in the Graduate Assistantship Process Policy, Effective Immediately

We are required by Federal Law to obtain a completed Employment Eligibility Verification Form (I-9) within three days of the start of a contract for all employees, or the contract is subject to cancellation.  Although the university has traditionally viewed Graduate Assistants as students, they are in fact also employees whose status requires the compliance of this law and completion of this form.

As stated on the contract, the student is “required to complete State and Federal W-4 forms, and the Employment Eligibility Verification Form (I-9) with your Dean/Director’s office”; this practice will remain the same for all new hires.  However, the original completed* I-9 with copies of the students proper identification must be attached to the contract and forwarded to the appropriate parties for processing.  The completed W-4 (front and back) should also be attached to the contract.

*The signature of the employer or authorized representative certifies that the proper identification (see back of form) has been presented by the employee in person, has been examined and deemed genuine.  The I-9 form should be completely filled out and signed by the designated individual who processes the paperwork for the contract.

Human Resources will not process any Graduate Assistant contracts without these completed forms on new hires.  Also, please forward a copy of the previously completed I-9 on any returning Graduate Assistant as you initiate their contract.  If you failed to execute one previously, you may do so now.  

We ask that you share this information with the appropriate support staff.  Blank forms, and any additional information or instruction needed can be obtained from Loretta Jones at extension 5309.

Thank you in advance for your anticipation cooperation in assisting us with the compliance of this law.

Attachments:  Blank I-9, Blank contract
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