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Processing Form [-9 for New Hires

Please see the October 17, 2023, CSE Announcement that supersedes this communication:
Update to July 6, 2023 Announcement: Processing Form 1-9 for New Hires.

With
identificy
was extend
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compliance with Fo

e federal government lifting the remaining COVID restrictions, the ability to perform remote/virtual |-3
jon document inspections for the new hires also ends. The expiring flexibility dates back to Margh 2020, and

8 throughout the COVID-19 pandemic, with the final extension being announced in Octobef of last year. The
and Customs Enforcement (ICE) announced on May 4th that employers will have80 days to reach

Q |-9 requirements after the COVID-19 flexibilities sunset on July 31, 2023

In order to comply with theMeinstated federal requirement of “in-person” review of emyfoyee’s identification(s), and to
streamline the new hire onboaMdjng process, CSE HR is designating representatives {#fcomplete Section 2 of Form 1-9 and
conduct an in-person physical docient inspection on CSE HR’s behalf. The “in-p€rson” review of the new hire
documentation must take place on or'before the employee’s first day of wgek. The authorized representative can be
any person designated, hired or contracted\o complete, update, or makegAorrections to Section 2 (or 3) on the
employer’s behalf. The authorized representatig can be any membeg®6f campus or auxiliary personnel. Other
authorized representatives can be appointed due Y the absence g#any of the above listed and/or due to employee’s
remote/hybrid location. Employees cannot act as authwgized rgfresentatives for their own Form 1-9.

This new process has already begun with new hires recg Q forms in their “Welcome” new hire emails. Also included
are instructions to complete Section 1 of Form 1-9 gil bring with tem the document and identification(s) for review on
their first day of work. Once Section 2 has beengbmpleted by the authQrized representative, the Form 1-9 can be
uploaded to the CSE HR Secure BOX folder.
Resources:

e FormlI-9

e FormI-9Tips

e Quick Guide for Co

dleting Section 2

Below are two brief vig€os that are very helpful:

VIDEO: Form |8 Section One — Employee Information and Attestation

VIDEO: Form I-9 Section Two — Employer Information and Complete Section 2

Pécontact CSE Human Resources (CSE Directory) for assistance or questions.

Manage Email Preferences
All Chico State Enterprises (CSE) employees, project directors, and authorized signers on CSE accounts receive CSE
Announcements via email and cannot opt out.

® [fyou are no longer an active CSE employee, please notify CSE Human Resources via email.

® |fyou are no longer a project director and would like your name removed, or wish to add administrative staff to
the distribution list, please email CSE Announcements with appropriate instructions.

® (CSE Announcements can also be accessed via the CSE News and Information page.



https://www.csuchico.edu/cse/_assets/documents/announcements/cse-announce-i-9-processing-update.pdf
https://csuchico.box.com/s/wafffpei83yu2hl0vjizoyia0n0q7w7r
https://csuchico.box.com/s/cq8im4g7pt8coomw5xt83s0o6obm95dz
https://csuchico.box.com/s/8u89noddixdmfq9oivoyv4kbxe6zef8i
https://www.youtube.com/watch?v=wXU0N-JcJ2E
https://www.youtube.com/watch?v=9J_bPoIxW3Q
https://www.csuchico.edu/cse/staff-directory.shtml
mailto:csehr@csuchico.edu
mailto:cseannounce@csuchico.edu
https://www.csuchico.edu/cse/announcements/index.shtml

