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Section I: E-Verify & FAR - The Big Picture

= What is E-Verify?

= How does it work?

= E-Verify & the FAR E-Verify clause
= Affected Contracts
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What is E-Verify?

No-cost Internet based system
Fast & easy to use
Electronically verifies the employment
eligibility of
* Newly hired employees

« Existing employees assigned to work on a qualifying
Federal contract

Helps maintain a legal workforce
Protects jobs for authorized workers

Partnership between the U.S. Department of Homeland
Security and the Social Security Administration
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E-Verify & the FAR E-Verify Clause

Federal Acquisition Regulation (FAR) final rule
requires that as of September 8, 2009 federal
contractors with contracts containing the FAR
E-Verify clause must use E-Verify as a
condition of their contract

FAR E-Verify Clause: 48 C.F.R. 52.222-54
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Affected Contracts
Prime Contracts

= Awarded or modified on or after September 8,
2009 to include the FAR E-Verify Clause

Value above $100,000

Period of performance of 120 days or more

At least some of the contract work is performed
In the United States

Does not include contracts for Commercially
available off-the-shelf (COTS) items and
related services
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Affected Contracts
Subcontracts

= Prime contract contains the FAR E-Verify clause

= The FAR E-Verify clause flows down to all tiers
of subcontracts

= Prime contractor Is responsible for insuring that
the FAR E-Verify clause is included in qualifying
subcontracts
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Affected Contracts
Subcontracts

= Value of more than $3,000

= Contract is for commercial or noncommercial
services or construction

= Contract i1s for commercial or noncommercial
services or construction

* Does not include contracts for Commercially
available off-the-shelf (COTS) items and related
services
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Affected Contracts
Indefinite Delivery / Indefinite Quantity

Existing contract

Period of performance extends at least six months
after September 8, 2009

Substantial amount of work or number of orders
expected during remaining performance period

Contract may be bi-laterally modified to include
the FAR E-Verify clause

April 2010

E-Verify for Federal Contractors



Section lI: E-Verify & FAR - Nuts & Bolts

= Enrolling/Updating Company Profile

 When
 How

Determining who to verify

When to verify

Form |-9 and existing employees
An E-Verify case

Handling a TNC

Closing a case
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Within
30 calendar days
of

| contract Award Date

or

Contract
Modification Date
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How to update your company profile
Login to E-Verify
Under Site Administration click Maintain Company

Case Administration

Welcometo  Agpy ot # Change Profile Important Ini

# Initial Verification

e (6Eg|
# View Cases E.Verlfy g\\‘\\hh—é/ z':f*.\m,u:-"‘{ l] g f l] E f 2 ﬂ l] g -

User Administration Site AdminiStrﬂtiﬂn

7 thange passuord For questions on E-Yerify policy or procedures call 1-888-464-4218 I:: = r-ta In FE I:I Era |
# Pwd Challenge Q&A -~ Add UEE'. -
" Important Information for E-Yerify Users E - I'.'I ] rlflﬁr 1:|:| " can

* 090872009 - E-Verify Federal Contractor Rule Now Effective

Site Administration I
Al Certain Fedzral cantractars and their subcontractars must now use = Wiew Users I:I drsidd |-|t tl:l th (]
* ser

E-Verify for contracts awarded on or after September 8, 2009, .
# View Users pursuant ta the Federal Acquisition Rule (FAR); Case 2007-013; = Maintain EDITIP-EII'I'H' Em p | ayYme nt E | I
# Maintain Company Employment Eligibility Verification found at 73 FR 67704,
3 Terminate Company

Participation Priar to verifying existing employees with E-erify, Federal contractors g Terminate Enmpan"'

F

' Participation Prior to verifyin

Reports
~ Wiew Reports
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How to update your company profile
1. Update your organization designation
2. Choose your Federal contractor category

3. Choose which employees you're going to verify

yment Eligibility Verificatio e loyment Efigibility Verification

Case Administration
S Organization Designation

Case Administration

i Varifcation Fadaral Contractor Category
# Viom Casse (baFord contivuing, plé s idinty whathir your SrARisaton it part oF the Fadarsl Govarnmant, SUte Govaramant, Lochl Govarmmant, or

rou have dasignated your organis
User pdmimietration |  Federal Cantractor. If your organization does not fall within any of these categaries, please select “Hone of these categories apaly™ T —

ion 45 & Fadaral Gontractor, Plaase furthar idartdy whether your arganization falls under an of the

Federal Contractor cateparies provided below. If your arganization does not fall within any of these categories, please select “None of
these categuries apaly”.

# thange Passmard Warning: If you modify your organization type to and from "Federal Contractor’ on the company information page, it will affect your users

* Puwd challengs GRA o are in the process of kaking the tutarial. These users wil be redirected to and must start aver with the ap Inl'a[ riake tukarial. Also, if Which Federal Contracter cotegory best describes your organizati
u b & virdhe

# than o g .

"
oite Administration | Whith tategory best describes vour organization? L

# Add usar Nant o1 ihese catRgones apoly He

A 1 Noma GTI0E calpgonus ggply [F616h wa'rs here b hali] Chek o the help icon, call eur Custarin
* Add Do o ’
= vie o Insbtution of Higher [ducation
il & apaly here ko help! Chek on the help icon, call our Customer Support bne st L-858.464.4218 o Ve 3tata 07 Local Goapmment
‘wieral Confracior wim FAR F-veify Clause - F ederaly Recognized indlan Trie
Fedéral Contractor wanout FAR E-verfy Clavse Suralies
¥ ederal Govemment e

# Maintan Company

L]

3 Reports
* Wi Rapoits 2001 QoW

+ Ve Reports

E Verify Empioyment Eligibility Verification

tase Administration
b sficati Federal Contractor Employee Verification
# Initial Verification

# View Cases

Mow that you have designated your Federal Contractor Category, please identify which employees you intend to verify.
User Administration | which employees will your company verify?
# Change Passward

# Pwd Challenge QA [ 1]

# thange Profile our Custorner Support line at 1-888-464-4218,

Site Administration Entire workforce (all new hires and all existing employees throughout the entire company)

» Add User

# View Users

» Maintain Company

, Terminate Company
Participation

Reports

# View Reports
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How to enroll

Go to www.dhs.gov/E-Verif
Under click Enroll in E-Verify

" UFSCHS - L-Werily - Microsedt Internet Laplores provided by IEEL-DHS SKG [v6,0-5P2 K101

K = [ Mt i st ks o s e B S T ot = ik 236 LD oM OO0 181 M P deronsbiharees Pt M ||

Bt fde Yew Fgertes ok Heb Home | Espafiol | Blog | Index

Entire Site & Justthis section O
U.S, Citizenship

and Immigration
Services

G| s ey

& Printer Friendly

RESOURCES

* Enrollin E-Verify
i

E-Verify

-
r = * Systematic Alien Verification for
= Entittements (SAVE} Program

Multimedia
Videos: E-Verify Civil Rights
ual 3y 1 St % onomy Initia
P * Video: E-Verify Demonstration

ermine the eligibility of their -
fsv to use —and it's the best Add Our RSS Feed

Share This Page
Get E-mail Updates

Last updated: 05/03/2010

@ oot o0 -
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E-Verify

How to enroll

E-Verify Employment Eligibility Verification

E-Verify Enroliment: Start Here

Welcome aboard! We know you're lnnking forward to getting started, hut before you do, please read this page. WWe'e kept it

short and simple, but we need to tell you some important information before you enrall.

E-Verify will ask questions about how
you plan to use the system

FOUT WAl 10 Check Wik others witnin your corpany 10 e sdre your company 1SnT already enralled in

£ progran.
Step 2: Choose Your E-Verify Access Method

Wy offer several ways to access E-Werify and your answers to the questions below will help us determing the right aco
rmethod for your company. Read carefully because errors here can delay us from approving your company's enrollment
. Each access method includes an explanation and a question for you to answer. You must answer all four gquestions 4
click on the "Begin E-Yerify Enrollment” button at the bottom of this page to begin the enroliment process.

File Edit Wwiew Favorites Tools Help

Srack - [#] [&] € SO search Favorites  462)

Address | &) htpe//e-verify. uscis. gov/enroll/StartPage. aspurIS =YES

E-Verify Employment Eligibility Verification

E-Verify Enrollment: Let’'s Review

Eefore we move on to the next step in the enrollment process, let's review your selections

Based on your answers, E-Verify will
recommend an access method

April 2010

Based on your answers to the above questions, you've told us:
.

*four company plans to verify the employment eligibility of its employees; and
Your company plans to yeg by de o oot

Employer Access Methodl

sifications
wie call this type of access ml

If this sounds like what you need — great! Just click on the Mext’ butten to continue. If you'd like to go back and change your
selections, click on the 'Back’ button ta return to the previous page
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How to enroll

Access methods

Employer

Most common

Allows E-Verify users in
your company to
electronically verify the
employment eligibility of
newly hired employees
and existing employees
assigned to a federal
contract

Designated
Agent

Least common

Select this access
method if your company
performs verifications
for client companies

Corporate
Administrator

Allows you to create,
manage, and administer
new & existing E-Verify
accounts as well as
create and view reports

Does allow you to
perform verifications

April 2010
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How to enroll

Electronically sign a Memorandum of
Understanding (MOU) with DHS and SSA

User Name, Password, and E-Verify Web
Address will be e-mailed to you within 48 hours

Download and read the E-Verify User Manual for
Federal Contractors and the E-Verify
Supplemental Guide for Federal Contractors

Complete an online tutorial before performing
verifications

April 2010
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Determining who to verity

= Verify existing employees
* Hired after November 6, 1986
« Working in the United States

» Performing direct substantial work on a
contract containing the FAR E-Verify clause

 Includes short term & temporary employees
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Determining who to verify
Step 1 — The workforce

= Am | going to verify...

...my entire workforce (all new hires and all
existing employees throughout the company)

OR

...All new hires organization wide and existing
employees assigned to the Federal contract

April 2010 E-Verify for Federal Contractors




Determining who to verify

Step 2 — Employees you don’t run through
E-Verity

= Hired on or before November 6, 1986 who are
continuing in employment

= Already confirmed as Employment Authorized
who are continuing in employment
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Determining who to verify

Step 3 — Employees you may choose not to
verify

= New & existing employees with an active confidential,
secret, or top secret security clearance OR HSPD-12
compliant credentials

= EXisting employees who perform support work
(administrative, overhead, indirect)

April 2010 E-Verify for Federal Contractors




Determining who to verity
Special Category Employers

Employers in these categories may limit their
verifications to only those new & existing employees
assigned to the federal contract which contains the
FAR E-Verify clause

Institutions
of
Higher
Learning

April 2010

State
&
Local
Governments

Federally
Recognized
Indian Tribes

E-Verify for Federal Contractors

Sureties

performing under a
takeover agreement
entered into with a
federal agency under
a performance bond




When do | verify new hires?

You must begin entering Form 1-9 information into
E-Verify for new hires within 90 calendar days of
enrolling or updating your organization designation
to Federal Contractor with FAR E-Verify Clause
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Notes

Once you begin entering Form I-9 information for
new hires, you must enter Form I-9 information
for all newly hired employees no later than the
3rd business day after the employee’s start date.

If you are already verifying your new hires
according to this rule, you should continue to do
so. Do not change this practice just because
you've gotten a Federal Contract with the FAR
E-Verify clause.
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When do | verify existing employees
assigned to the contract?

You must enter Form I-9 information into E-Verify for
existing employees assigned to the contract within
90 calendar days of enrolling or updating your
organization designation to Federal Contractor
with FAR E-Verify Clause
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Note

If you are assigning an existing employee to a
federal contract anytime after day 60 of the initial
90 calendar day period, you have 30 days from

the date the person is assigned to the contract to
run him or her in E-Verify.
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When do | verify all my employees if I've
chosen Entire Workforce?

You must enter Form I-9 information for all
employees within 180 calendar days of enrolling or
updating your organization designation to Federal

Contractor with FAR E-Verify clause and selecting
Entire Workforce
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Form 1I-9 & existing employees

Under FAR you have two options to evaluate
existing employees’ Forms [-9
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Form I-9 & existing employees

Option | Option II

Complete new Forms I-9 for all Complete new Forms I-9
employees who will be run in when required and
E-Verify .
update existing Forms [-9
when allowed

When completing new Forms 1-9

= Current rules for Form 1-9 apply (e.g. no expired documents)

= Use Form I-9 with (Rev. 02/02/09) or (Rev. 08/07/09) — expiration date
for both forms is 08/31/2012
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Form I-9 & existing employees
Option II: When to complete a new Form -9

= The employee presented an expired document on a
previous Form [-9

= Employment authorization as stated in Section 1 has
expired

= The List B document previously submitted did not have a
photo or you are unable to determine if it had a photo

= The employee is a Noncitizen National and was unable to
separately attest to that status on a previous Form
-9
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Form I-9 & existing employees
Option II: When to complete a new Form I-9

= The employee presented a document such as a
Certificate of Naturalization or Form [-688 that was
acceptable at the time of completion of the previous
Form [-9, but is no longer acceptable

= The employee’s immigration status has changed.
= The employee’s name has changed

= The previous Form I-9 did not conform to I-9
requirements at time of completion
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Form I-9 & existing employees
Option lI: Updating a previous Form -9

If your employee...

...presented an unexpired Form I-551 (Permanent
Resident Card) or Form |-766 (Employment
Authorization Document) and it is still unexpired,
photocopy the document & keep it with the
employee’s Form -9

...did not provide his or her Social Security Number
(SSN) or if the employee claims that the number
was changed by SSA, the employee should update
Section 1 with the current SSN

April 2010
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Form I-9 & existing employees
Option lI: Updating a previous Form -9

If your employee...

...Indicates his or her Alien number has been
changed by the DHS, update Section 1 with the
current Alien number

...presented an unexpired Form I-551 or U.S.
Passport & the document has since expired, you
may not request the employee to present an
unexpired version of either document
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An E-Verify case
Initial verification results will be

Employment SSA Tentative DHS Verification
Authorized Nonconfirmation In Process

DHS will usually
respond within 24 hours
with either:

The employee is There is an Employment
authorized to work iInformation mismatch Authorized

or
DHS Tentative
Nonconfirmation
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An E-Verify case
Initial verification results will be

Employment SSA Tentative DHS Tentative
Authorized Nonconfirmation Nonconfirmation

The employee is There is an There is an
authorized to work information mismatch iInformation mismatch
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EVerify

Employment Eligibility Verification
iR e v

Case Yerification Number: 2009302095949AL

Online Resources |Tutoria| | Home | Contact Us | Exit

Case Administration
# Initial Yerification

# View Cases

User Administration
# Change Password
# Pwd Challenge Q&A

# Change Profile

Site Administration
# Add User

# View Users

# Maintain Company

Terminate Company
Participation

Initial Yerification

Last Name:

Middle Initial;

Social Security Number:
Hire Date:

Alien Number:

Passport or Passport Card
Number:

Document Type:

Initiated By:

Initial Yerification Results

Jefferson

216-47-4400
10/29/2009

939999999

Unexpired 1.5, Passport or Passport Card

S5LADRTZ

First Name:
Maiden Name;
Date of Birth:
Citizenship Status:
I-94 Number:

Yisa Number:

Doc. Expiration Date:

Initiated On:

Tharnas

04/20/1982
Citizen of the United States

10/29/2009

Initial Eligibility:

Case Documents for Printing

EMPLOYMENT ALUTHORIZED

Case Details

Reports
# Yiew Reports

1.5, Department of Homeland Security | U.5. Citizenship and Immigration Services
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Handling a TNC

= Inform the employee of the TNC

= Print the TNC Notice and review it with the employee

CONTEST

NOT
CONTEST

Refer employee to
appropriate agency

You may terminate the
employee and close the
case in E-Verify
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Online Resources ‘ Tutorial ‘ Home ‘ Contact Us ‘ Exit

EVerlfy Employment Eligibility Verification
e S

Case Yerification Number: 2009302100356TC
Case Administration | Initial Yerification

» Initial Verification Last Name: Tefferson First Name: Thormas
) Middle Initial; Maiden Name:
# View Cases
Social Security Number: 316-47-4400 Date of Birth: 04/20/1962
User Administration Hire Date: 10/28/2009 Citizenship Status: Citizen of the United States
# thange Password Alien Number: I-94 Number:
» Pud Challenge Q&A Passport or Passport Card (999939899 Yisa Number:
Number:
# thange Profile Document Type: Unexpired U,5, Passport or Passport Card Doc. Expiration Date:
Site Administration Initiated By: S5LASET2 Initiated On: 10/29/2009
» Add User Initial Yerification Results
# View Users
# Maintain Company Initial Eligibility: 254 TENTATIVE NOMCONFIRMATION
_ Terminate Company S5M is invalid
Participation Ao
Case Documents for Printing
Reports Case Details
¥ View Reports Nutification to Employes - Social Security Administration Tentative Nonconfirmation (Enalish version)
Motification to Employes - Social Security Administration Tentative Nonconfirmation (Spanish version]
1.5, Department of Homeland Security | U.S. Citizenship and Immigration Services Download Yiewers
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Handling a TNC

The employee has eight Federal Government
workdays from the referral date to visit or call the
appropriate agency and resolve the discrepancy

The employee continues to work in full status
during the TNC resolution process

DO NOT take any adverse action based on the
TNC against the employee during the resolution
process

April 2010
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Social Security Administration (SSA)
Notice to Employee of Tentative Nonconfirmation

Jefferson Thamas

Last Hame of Employee First Hame of Employee
J16-47-4400 0411962

Employee’s Social Security Humber (S5H) Employee’s MonthYear of Birth
1025/2009 20093011504 28RN

Date of 55A Tentative Honconfirmation Case Verification Humber
Reason for S5 does not mateh. The Social Security Mumber (55M) ertered in E-Yerity is valid, but the

this Hotice: name anc/or date of bith entered for the employee da not match 554 records,

% | S5 is invalicl. The S3N entered in E-Verify is not & valid number,

55A unable to confirm U.5. Citizenship. Cannot confirm that the emplovee iz eligible to
wrnrk because 354 recards do nat shiw that the 55N holder is & U5, citizen,

S5l record does not verify, (ther Reason, 534 found 3 discrepancy inthe
employee's recard,

SSA unable to process data. 554 found a discrepancy in ather

data inthe employee's record.

Instructions for the Employer

====|MPORTANT====
Employee must acknowledoe receipt of this [etter, date and sign it and retur it to you.

0000000000000 0000000000000 000000000000000000000000]
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VisTi:

= Verify

Referral to the Social Security Administration (SSA)

!_'.-
A
A
K

SSA Field Office: See POMS RM 00206.305ff

Jefferzan Thatmas
Last llame of Employee First Hame of Employee
HE-47-4400 0411962
Employee's Social Security Humber {S5H) Employee's MonthYear of Birth
101282003 20093011504 28RN
Date Referred to 55A Case Verification Humber
Reasen for this S5H does not match. The Social Securty Number (S2N) entered in E-Verify iz valid, but the
Referral Letter: riame andiar date of birth ertered for the employes do not match S54 records.

¥ | SSHis invalicl. The S5M ertered in E-Verify iz not & valid number.
554 unable to confirm .5, Citizenship. Cannat confirm that the employee iz eligihle ta
wark because 334 records do not show that the 3N halder is & LS. ciizen.
SSH record does not verify, Other Reason. 554 found a dizcrepancy inthe
employee's recard,
SSA unable to process data. 534 found a discrepancy in other
data inthe employes's record.

Instructions for the Employer

====|IMPORTANT====
Employee must acknowledoe receipt afthis [etter, date and sign it and return it to the Employer.
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Handling a TNC

Once the employee resolves the record discrepancy,
he/she should inform you

Check E-Verify periodically for one of the following
responses

Employment Authorized
Review & Update Employee Data
Case in Continuance
DHS Verification in Process
DHS No Show
Final Nonconfirmation
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Online Resources |Tutoria| | Home | Contact Us | Exit

EVerlfy Employment Eligibility Verification
e e

Case Yerification Number: 2009301151624HF

case Administration | Initial Yerification

» Initial Yerification Last Name: Jefferson First Name: Tharnas
i Middle Initial: Maiden Name;
# Wiew Cases . . .
Social Security Number: 216-47-4400 Date of Birth: 04/20/1962
User Administration Hire Date: 1042872009 Citizenship Status: Citizen of the United States
# Change Password Alien Number: I-94 Number:
» Purd Challenge Q&A Passport or Passport Card (999999999 Yisa Number;
Number;
# thange Profile Document Type: Unexpired U5, Passpart or Passpart Card Doc. Expiration Date:
Site Administration Initiated By: S5LAGRTZ Initiated On: 1042842009
# Add User Initial Yerification Results
# Yiew Users
# Maintain Company Initial Eligibility: EMPLCYMENT AUTHORIZED

Terminate ¢ [
Srminart® JomPaY  MEnter Case Resolution

Resolve Options: ® Resolved Authorized
@ Resolved Unauthorizad / Terminated
O 5elf Terminated
{0 Invalid Query

’ Participation

Reports
# Yiew Reports

¢ Emnploves ot Terminated
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Section lll: Wrapping it up

Photo Matching

Employer responsibilities

Federal Contractor responsibilities
Posters

E-Verify Civil Rights Initiatives

Employee Rights

E-Verify Contact Information
OSC Dos & Don'ts

Things to remember

April 2010
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Wrapping It up
Photo Matching

= Allows you to match the photo on an employee’s
Form I-766 (Employment Authorization
Document) or Form I-551 (Permanent Resident
Card or “green card”) to the photo that USCIS has
on file for that employee

= Helps detect instances of document fraud

= Was incorporated into E-Verify in September
2007
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Wrapping It up
Employer responsibilities

Unless you are a Federal Contractor with FAR
E-Verify Clause only use E-Verify to verify new
hires

Once you begin using E-Verify, you must verify
new employees no later than the 3 business day
after the employee begins working for pay

You must apply E-Verify procedures to ALL new
hires, regardless of citizenship status

April 2010
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Wrapping It up
Federal Contractor responsibilities

= For a contract with the FAR E-Verify clause awarded
on or after September 8, 2009

 Verify all existing employees working on the contract

 Verify all new employees hired after the date of
enrollment in E-Verify

= OR
 Verify entire workforce

Special Category Employers
= May limit verifications to new & existing employees
assigned to contract
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Wrapping It up

Posters

T

This employer will provide the Sockal Securlty Administration
(SSA) and, It nacessary, the Departmant of Homeland Securty
(DHS), WIth Information Trom each new

employes’s Fom H9 to confien wark

authonzation.

IMPORTANT: If the Govemment cannot
confirm that you are authorized to work,
this employer ks required o provide you
written Instructions and an opportunity
to contact SSA and/or DHS befare taking
averse action Gganst you, INCludIng
terminating your employment.

Employers may not use EVerffy to pre-screen job applicants or

to re-verlly current employaes and may not Hmit er Infiuencs the
chelce of documents presanted for use on the Form k9.

ferl

218

This Employer
Participates in

-Verify

In erder to determine whether Form 8 documentation s vaild,
this employer uses EVerltys photo scraeming tool to match

e pROtOgrapn  appeanng on  some
permanent resident and employment
authonzation cards with the officlal US.
Citzenship and Immigration Sences’
(USCIS) photograph.

It you belleve that your employer has
vhlated Its responsibllites under this
program o has discriminated sgainst
YOU QUINg e vermication [process
based upon your natlonal origin or

citizenship status, please call the Office of Special Counsel at
1-800-255-7688 (TOD: 1-800-237-2515).

},.,\, SECy,
SRR

%l =
%’\r:s"-—luf@

EVERIY 1% & BERVIEE OF BHS AND 338

B SECy,
o &)
WoEaNe

A
>
’99_,4! ""Irlil‘! g,@

IF YOU HAVE THE RIGHT TO WORK,
Don’t let anyone take it away.

Jﬁll..lli!!i_l

work In the Unlted States,
thesre are laws to protect
you agabnst discrimbnation
In the workplace.

N empikoyer can dony you
a job or fire you because
of your national ongin or
chtizenship stataa.

Inmoat casen

CARNGT RBGUIRe YOu 10 be 3
US. citizen or pesmanent
resident or refuse amy
legally accuptable
documents.

‘llh

I any of thesa things have Call 1-800-255 7688 TDO UL5. Dapartmant of Justice

you may Chvil Rights Divislon

harve 3 valid chamge of 1-800:237-3515.

discrimination that can be Office of Spedial Counse for

fiedwiththe 5C.Contact.  In the Washingiion, DIC, Immigration-Related Unfalr

thee O5C for axditance In area, please cal Emgloyment Practices

your own linguage. 202-616-5504,TO0 A
HE16-5525

Orwiie

U Department of Justice
Office of Speckal Counsal - NYA
S50 Pennayhania Ave, NW.
Washingion, D 20630
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Wrapping It up
E-Verify Civil Rights Initiatives

= Employer and Employee Videos
= Employee Hotline

= USCIS and DOJ Memorandum of
Agreement
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Wrapping It up
Employer and Employee Videos

= Two Videos designed for employers and employees, available in English
and Spanish. The 20-minute videos are the result of collaboration between
DHS'’s Office for Civil Rights and Civil Liberties and USCIS.

* “Understanding E-Verify: Employer Responsibilities and Worker
Rights,” aimed at employers, explains E-Verify rules, procedures, and
policies to employers with an emphasis on safeguardlng employee
privacy.

“Know Your Rights: Employee Rights and Responsibilities,” aimed at
employees, places special emphasis on the rights of employees,
particularly when an employee receives a message from E-Verify
Indicating that there is a problem with the employment eligibility
documents that the employee submitted to the employer. “Know Your
Rights” is in English and Spanish.

= The videos portray reenactments of real-world hiring scenarios.

April 2010 E-Verify for Federal Contractors




You Have Rights
What You Should Know if Your Employer Uses E-Verify

E-Verify for Federal Contractors
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Wrapping It up
Employer and Employee Videos

= View the videos at:
o WWW.dhs.goVv/E-Verity
e WWW.Voutube.com/ushomelandsecurity

= You may request a copy of the videos by email:
E-Verify@dhs.qgov. Please include the name of
the point of contact, the address to send the
videos to, and how many copies you are
requesting.
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New Employee Hotline — 888-897-7/781

(available in English and Spanish)

= Created to respond to employee inquiries, issues
and complaints. The hotline uses an interactive
voice response system. Employees choose from
four options:

. General E-Verify information

. Completing Form 1-9, Employment Eligibility
Verification

. Contesting a Tentative Nonconfirmation or
fixing a perceived Final Nonconfirmation error

. Filing a complaint regarding employer misuse
of E-Verify
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Wrapping It up
USCIS and DOJ Memorandum of Agreement

USCIS Director Alejandro Mayorkas signed a
memorandum of agreement with the U.S.
Department of Justice, Civil Rights Division. The
memo establishes the relationship and process
for referrals between the USCIS and the Civil
Rights Division with respect to allegations of
discrimination from employer use of E-Verify and
Information regarding the misuse, abuse, or
fraudulent use of E-Verify.
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Wrapping It up
Employee rights

= The employee has the right to contest a tentative
nonconfirmation (TNC) from SSA or DHS

= Employees who believe they have been subjected to
discrimination should call
Department of Justice
Civil Rights Division
Office of Special Counsel for
Immigration Related Unfair Employment Practices
1-800-255-7688 (TDD: 1-800-237-2515)
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Wrapping it up
Learn more about E-Verify

= Verification, Outreach Branch provides:
o Speakers for your events
o Panel Participants

o Exhibit participation
e Webinars

E-Verify E-Mail: E-Verify@dhs.qgov

April 2010 E-Verify for Federal Contractors




Wrapping It up

Customer Support: (888) 464-4218

E-Verify E-Mall: E-Verify@dhs.gov

E-Verify Website: www.dhs.goVv/E-Verity
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Top E-Verity Dos
= Promptly provide & review with the employee the notice of

tentative nonconfirmation (TNC)

Promptly provide the referral notice from SSA or DHS to the
employee who chooses to contest a TNC

Allow an employee who is contesting a TNC to continue to work
during that period

Contact E-Verify if you believe a final nonconfirmation (FNC) has
been issued in error

Accept any Form |-9 List B document with a photo from an
employee who chooses to provide a list B document

Employer Hotline 1-800-255-8155 Employee Hotline 1-800-255-7688
Office of Special Counsel for Immlgratlon Related Unfair Employment Practices
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Top E-Verify Don’ts

= Do not use E-Verify to pre-screen employment applicants unless
you are a State Workforce Agency

Do not influence or coerce an employee’s decision whether to
contest a TNC

Do not terminate or take adverse action against an employee who
IS contesting a TNC

Do not ask an employee to provide additional documentation of
his/her employment eligibility after obtaining a TNC for that
employee

Do not request specific documents in order to activate E-Verify
photo matching

Employer Hotline 1-800-255-8155 Employee Hotline 1-800-255-7688

Office of Special Counsel for Immigration Related Unfair Employment Practices
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Things to remember

Ensure your contract has the FAR E-Verify Clause before
verifying existing employees

Note your contract award and enrollment dates

Remember -

30 calendar days from contract award date to
enroll/update

90 calendar days from enrolling or updating your
company profile to enter Form [-9 information for new
& existing employees

180 calendar days from choosing Entire
Workforce to verify entire workforce
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Things to remember

Ensure you are using the current Form [-9

Print the E-Verify MOU and review it with your
E-Verify users

If you have a question about your contract and the

FAR
E-Verify clause, contact your contracting officials
and/or legal advisors

Use the OSC employer hotline if you have
guestions about a potential employment action —
you can call anonymously and receive information
to help you prevent discrimination
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Disclaimer

mmigration law can be complex and it is not
nossible to describe every aspect of the
0rocess

This presentation provides basic information
to help you become generally familiar with
the rules procedures

For more information on the law and
regulations please see our website:
www.dhs.goVv/E-Verify
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Thank You
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