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I.  PURPOSE 
 
The Immigration and Nationality Act (INA), which the Immigration Reform and Control Act 
of 1986 (ICRA) amended, required that employers verify the identity and work eligibility of 
every employee hired after November 6, 1986.  An I-9 form must be completed for all 
employees. 
 
II. POLICY 
 
To ensure compliance with federal laws and regulations concerning verification of 
employment eligibility and associated record keeping for employees hired to work in the 
United States, an I-9 form must be completed for all employees.  Human Resources or 
designated staff in other departments will complete the form for all newly hired benefited 
employees and outlying departments may complete them for seasonal, part-time and 
temporary employees.  Employee violations of this City policy could lead to discipline up to 
and including termination of employment. 
 
The most current I-9 form can be found on the U.S. Citizen and Immigration Services  
website at (www.uscis.gov/i-9).  Both sides of the I-9 must be copied and completed.   
 
III. DISCUSSION 
 
The information collected is for the City of Appleton to verify the eligibility of an individual 
for employment and to preclude the unlawful hiring, or recruiting or referring for a fee, of 
aliens who are not authorized to work in the United States.  The information will be used by 
the City of Appleton as a record of the basis for determining eligibility of an employee to 
work in the United States.   
 
IV. DEFINITIONS 
 
Employer:  City of Appleton. 
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Employment Eligibility Verification Form (I-9):  The most current form used to verify 
identity and work eligibility of everyone hired after November 6, 1986 in the United States. 
(Attachment 1) 
 
INA:  The Immigration and Nationality Act. 
 
IRCA:  Immigration Reform and control Act of 1986. 
 
 
V. PROCEDURES 
 
Section 1. Employee Responsibilities.  The employee must complete section 1 of the I-9 
form no later than the close of business on his/her first day of employment.  No 
documentation is required to substantiate Section 1 information provided by the employee.  
The City of Appleton is responsible for ensuring that Section 1 of the I-9 form is properly 
completed and on time.  The employer is allowed to fill in any missing information.  
(However, the employer may not enter the information prior to the employee’s first day of 
work.) 
 
Preparer/Translator Certification.  The Preparer/Translator Certification must be completed if 
Section 1 is prepared by a person other than the employee.  A preparer/translator may be 
used only when the employee is unable to complete Section 1 on his/her own.  The employee 
must still sign Section 1 personally. 
 
Section 2.  Employer Responsibilities.  The employer must complete section 2 of the I-9 
form.  This must be done no later than the close of business on the employee’s third day of 
employment.  The employer must review documentation presented by the employee and 
record the information on the I-9 form.  Proper documentation establishes both that the 
employee is authorized to work in the U.S. and that the employee who presents the document 
is the person to whom it was issued.  The employer may accept any List A document, 
establishing both identity and work eligibility, or a combination of a List B document 
(establishing identity) and a List C document (establishing work eligibility) that the 
employee chooses from the list on the I-9 form.  The employer must examine the documents 
and accept documents that appear to be genuine.  The person examining the documents must 
attest under penalty of perjury that, to the best of their knowledge, the employee is eligible to 
work in the United States and, if the employee presented documents, the employee must sign 
and complete the entire certification section.  The City of Appleton will not employ an 
employee who cannot present documentation that meets the requirements.   
 
Section 3. Updating and Re-verification.   If the City of Appleton hires a legal alien and that 
person is still working for the City when the employee’s permit expires, the City of Appleton 
must re-verify his/her employment eligibility on or before the expiration date recorded in 
Section 1 of the I-9.   If this does occur, refer to page 1 of the I-9 instructions for more 
details.   
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Retention:  All completed I-9 forms shall be sent to Human Resources for retention.  The 
Park and Recreation Department must also retain any I-9 forms completed by the Park and 
Recreation Department.  All completed I-9 forms are to be kept in confidential files (separate 
from the employees Personnel File) for 3 years after the date of hire or (1) one year after the 
date the employee’s employment is terminated, whichever is later. 
 
Fines:  The City of Appleton is subject to periodic audits by the US Federal Government and 
can be fined for incorrect or missing I-9 forms.  Fines range from $1,000-$10,000 and could 
be warranted for issues like information omissions, completing an I-9 more than (3) three 
days after the date of hire, as well as offenses such as not having an I-9 on file for an 
employee or knowingly hiring an illegal immigrant.  Pattern or practice violations could 
result in fines and up to six months in prison. 
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