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1.0 Purpose

1.1 The purpose of this procedure is to provide a detailed set of instructions for Supervisors & Managers on how to complete new hire paperwork.


2.0 Scope

2.1 The scope of this procedure encompasses steps for completing new hire paperwork after all pre-employment requirements have been satisfied.  The CPG Application, Interview Notes, and Background Check Release were submitted to begin the hiring process.  This procedure begins once the hiring manager has been given approval from HR to hire the candidate (which is after the physical & drug screen results are received).

2.2 This procedure provides instructions on the following steps:
2.2.1 Where to find all required new hire paperwork
2.2.2 Which forms need to be completed and submitted to HR
2.2.3 Detailed instructions on how to complete the I-9 form
2.2.4 How to submit all completed paperwork to HR for processing


3.0 
Procedure

3.1 In order to complete their paperwork, new hires must have a Voided Check, their Social Security card and their I-9 Documents (see Page 9 of the I-9 form for a list of acceptable documents).  Unless told otherwise, hire dates will be on a Monday.

3.2 All new hire paperwork can be found on the server at Human Resources\Public\HR Forms\New Hire Packets.  From here, open the folder for the appropriate State and then open the sub-folder that describes the employee’s status (Exempt, Hourly, or SNE—salaried non-exempt).  See below. 


3.3 The paperwork required for new hires varies based on the employee’s status.  Print all paperwork in the folder unless noted below.  Follow directions for each form as detailed for each packet (EE = Employee):

3.3.1 – Hourly Packet

 (
EE completes and attaches their 
voided check
Do not print - 
This s
hould already
 be on file
EE 
signs and keeps a copy
For EE to keep
 – Print or
 Email to EE
EE 
signs
For EE to keep
 – Print or Email to EE
For EE to keep
 – Print or Email to EE
EE signs page 2 (Disclaimer)
EE 
signs and keeps a copy
EE 
signs and keeps a copy
EE 
signs and keeps a copy
S
ee instructions at the end of this procedure
EE completes form
EE--
Personal Data section
 & 
sign
 / 
Superv
isor
--Org Info/Pay Data/sign 
EE completes 
form for their state of employment
) 


3.3.2 – SNE (Salaried Non-Exempt) Packet

 (
EE completes and attaches their 
voided check
Do not print - 
This s
hould already
 be on file
EE 
signs and keeps a copy
For EE to keep
 – Print or Email to EE
EE 
signs
For EE to keep
 – Print or Email to EE
For EE to keep
 – Print or Email to EE
EE signs page 2 (Disclaimer)
EE 
signs and keeps a copy
EE 
signs and keeps a copy
EE 
signs and keeps a copy
S
ee instructions at the end of this procedure
EE completes form
EE--Personal Data section & sign / Supervisor--Org Info/Pay Data/sign 
EE completes form for their state of employment
)


3.3.3 – Exempt Packet	

 (
Informational purposes only – print or email to EE
EE completes and attaches their 
voided check
Do not print - 
This s
hould already
 be on file
For EE to keep
 – Print or Email to EE
EE 
signs
For EE to keep
 – Print or Email to EE
For EE to keep
 – Print or Email to EE
EE signs page 2 (Disclaimer)
EE 
signs and keeps a copy
See instructions at the end of this procedure
EE completes form
EE--Personal Data section & sign / Supervisor--Org Info/Pay Data/sign 
EE completes form for their state of employment
)
		





3.4 The I-9 form is very important as the information gets entered into the Department of Homeland Security’s E-Verify system.  You can complete the form in one of two ways:  1) Complete it electronically, then print for signatures; or 2) Print a blank form and complete all by hand.  Completing it electronically will limit the chance for errors. 

3.4.1 Click on this link for examples of documents and example pictures for list A, B & C:  
http://www.uscis.gov/i-9-central/acceptable-documents

3.4.2 You must physically handle the documents and inspect them for authenticity (a copy is not sufficient).  Click on this link for guidance should you question the authenticity of a document:
http://www.uscis.gov/i-9-central/acceptable-documents/examining-documents

3.4.3 A new hire must provide a document from List A, or a document from both Lists B & C.  For example, they can provide a U.S. Passport (List A), or a state Driver’s License (List B) and a Social Security Card (List C).  

3.4.4 Scan (in color) the documents used to complete the form and submit them with all other paperwork.

3.4.5 NOTE:  Do not white-out or black-out errors to correct them.  Simply draw a line through the error and write above it.  You can opt to initial and date the correction. 

3.4.6 For additional, detailed instructions, click on the box at the top of the form.


3.4.7 
For additional tips and training, review this CPG HR PowerPoint:  

[bookmark: _GoBack]
3.5 Once all paperwork is complete, scan it all as one document and submit it to the HR Support Desk by emailing hrsupport@concept-pkg.com and attaching the file.  You should submit all of the following:

3.5.1 Direct deposit form with voided check
3.5.2 I-9 form with color copies of documents (hint: a phone picture works, and you can email it separately if needed)
3.5.3 Color copy of SS card (if not used for I-9) – this is a requirement of Payroll for tax purposes
3.5.4 Federal withholding tax form
3.5.5 State withholding tax form (if applicable)
3.5.6 Payroll Action Form
3.5.7 Signed policy acknowledgements
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New Form for 2017

» There will be a new Form I-9 that has become effective starting January
2017 that includes a few changes and updates.

» While the changes are minimal they are still important.

» The most important change are the instructions for completing the Form |-

9, which aren’t difficult, but it is very important that they are completed
correctly.





Instruction Changes
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T ey mrrmws sy W prwsgemr g wrrws s wmr=s pEaswowss wrsw ws mew rwerw s=ssig) e oweswowps

E 1. A citizen of the United States (¥

[] 2. A noncitizen national of the United States (See instructions) ¥

[ ] 3. Alawful permanent resident ?)(Alien Registration Number/USCIS Number): ) /2 4— N/A
D 4. An alien authorized to work unti (expiration date, if applicable, mm/dd/yyyy): (%) w/a
Some aliens may write "N/A" in the expiration date field. (See instructions)
QR Code - Section 1

Aliens authonized to work must provide only one of the following document numbers to complete Form I-9:
An Alien Registration Number/USCIS Number OR Form 1-94 Admission Number OR Foreign Passport Number.

1. Alien Registration Number/USCIS Number: (2 w/a
OR

2. Form |94 Admission Number: 2 w/a

OR

3. Foreign Passport Number: ‘%) §/&

(¥
Country of Issuance: "*/n/a

Do Not Write In This Space

A basic overview of the main changes
include:

» Boxesin sections that are being completed should
not be left blank. “N/A” should be written in those
sections.

» The “Other names used” field has been changed
to “Other Last Names Used” since this field caused
confusion for some employers.

al*2) | Other Last Names Used (if any) ' 2/

Chmbm (D) I'vln ~_ i






Instruction Changes Cont.
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Preparer andlor Translator Certification (check one): » <
[:] | did not use a preparer or translator. D A preparer(s) and/or translator(s) assisted the employee in completing Section 1.
(Fields below must be completed and signed when preparers and/or translators assist an employee in completing Section 1)

** |f there is something in the instructions that we fail to do, USCIS (United
States Citizenship and Immigration Services) has put emphasis on handing
out very heavy fines. So it is very important that you are familiar with them.

» The form now requires the
employee to check a box at
the beginning of the “Preparer
and/or Translator Certification”
section to indicate if they
received help completing the
form.

>

If no help was received, the
rest of this section can be left
blank.





» The 2"d change on the -9 is that it s

“Smart” Form

now a “smaurt” form that can be
completed on your computer to
reduce errors on the form.

As mentioned before, “N/A” should
be put in boxes that are left blank, —
but some of these sections will be
automatically filled when completing
the form on the computer.

Concept
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E 1. Acitizen of the United States ¥

[] 2. Anoncitizen national of the United States (See instructions) '

D 3. A lawful permanent resident 2)(Alien Registration Number/USCIS Number): ' w/a N/A
D 4. An alien authorized to work until (expiration date, if applicable, mm/ddlyyyy): @) w/a
Some aliens may write "N/A" in the expiration date field. (See instructions)
QR Code - Section 1

Aliens authonized to work must provide only one of the following document numbers to complete Form 1-9:
An Alien Registration Number/USCIS Number OR Form I-94 Admission Number OR Foreign Passport Number.

1. Alien Registration Number/USCIS Number: (2 w/a
OR

2. Form |-94 Admission Number 2/ w/a
OR

3. Foreign Passport Number:(2) §/&

(?
Country of Issuance: */i/a

Do Not Wite In This Space
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Document Title 2)

» This form also includes drop o 1 - # B  Social Securivy Card {asestricred 5
. NE loense 1530 state/tercito i ecurity nrestric
down boxes for the list of d i

Document Title (2

Issuing Am“\ Issuing Authority 2/
acceptable dOcumentS to South Caroclina |E| lBocial Security Administration EI

prevent employers from putting Document Numbel &)

Social Security Rdministraticon

iIncorrect information.

U.5. Department of Health and Human Se

Social Security Beoard

Expiration Date (if any){imm/ddiryyy, 2/ Department of Health, Education and Wel

» Atthe bottom of each page, | | N/R

click the “click to finish” button
and red boxes will appear if
anything was missed.

Date of Birth {mm/ddfyyy) (2) |U.S. Social Security Number'#) | Employee's E-mail Address '2/ Employee's Telephone Numk

Employee’s E-mail Address

Providing your e-mail address is optional on Form -9, but this fizld cannot be left blank. To enter your e-mail address, use this format:
name@site_domain. One reason the Depariment of Homeland Security (DHS) may e-mail you is if your employer uses E-Verify and DHS learn
potential mismatch between the information provided and the information in government records. This e-mail would contain information on how

Also, clicking on the question marks in the
boxes will bring up instructions on how to
complete that section.





‘Smart” Form Cont.

» The new, more detailed 15-

Concept

INNOVATION e SERVICES

® SOLUTIONS

page instructions are also
more easily available with
this new form just by clicking
the “Instructions” button at
the top of each page.

L i-9 instructions.pdf (SECURED) - Adobe Acrobat
File Edit View Window Help

T2 Create - ‘ BB e e B X ‘ [ @ & % Customize ~ ‘ i
) / 15‘ Ik @H = @ m ‘ - ] Tools : Sign | Comment

[m] X

3

Instructions for Form 1-9,

} P NIT SR USCIS
Employment Eligibility Verification Form L9
Department of Homeland Security OMIB No. 1615-0047
U.S. Citizenship and Immigration Services Expires 08/31/2019

Anti-Discrimination Notice. It is illegal to discriminate against work-authorized individuals in hiring, firing, recruitment or
referral for a fee. or in the employment eligibility verification (Form I-9 and E-Verify) process based on that individual's
citizenship status, immigration status or national origin. Employers CANNOT specify which document(s) the employee may
present to establish employment authorization and identity. The employer must allow the employee to choose the documents to
be presented from the Lists of Acceptable Documents, found on the last page of Form I-9. The refusal to hire or continue to
employ an individual because the documentation presented has a future expiration date may also constitute illegal discrimination.
For more information. call the Office of Special Counsel for Immigration-Related Unfair Employment Practices (OSC) at
1-800-255-7688 (employees). 1-800-255-8155 (employers). or 1-800-237-2515 (TTY). or visit www.justice.gov/crt/about/osc.

— Instructions Start Over Print
Employment Eligibility Verification USCIS
Department of Homeland Security DME ;:nilﬁ};i
U.S. Citizenship and Immugration Services Expires 0873120

Read instructions carefully before completing this form. The instructions must be available, either in paper or electronic

Once you click on “Instructions”
a new window will pop up with
the I-9 instructions.





» To make things easier, you can
enter the information at the
bottom of page 2, and then “save
as” so you don’t have to write it
each time you have a new hire.

» Once you have received original
documents for employment from
the new hire, then it may be easier
to take a picture of them with your
phone in order to make color
copies.

Y/ i~

Concept
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Signature of Employer or Authorized Representative (2)

RVICES e SOLUTIONS

Today's Date{mm/dd/yyyy) "2 | Title of Employer or Authorized Representative 2/

Facility Manager

Last Mame of Employer or Authorized Representative |2
Doe

John

First Mame of Employer or Authorized Representative' 2/

Employer's Business or Organization Name 2
Concept Packaging Group

Employer's Business or Organization Address (Street Number and Name) 2)| City or Town'2)

&0 Fairview Church Rd

Spartanburg

State (22

sC E

ZIP Code 2/
29303

If you are completing the form by hand, it’s probably best to print off a copy of
the instructions and keep them at your desk to show the new hire if needed.
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Reminders

» The form can be completed both by hand and on the computer. So if you
decide to complete the 15t page on the computer, the 2"d page can be
completed by hand and vice versa.

» The form can’t be electronically signed, so even if you complete it on the
computer you will still have to print the form off to sign and date it.





Reminders Cont.
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» You must accept original documents only, no
copies!

» Once you have the original document, then you

can make color copies to include with the 1-9 form.

» Itisrequired that we make the list of acceptable
documents available to the new hire when
completing the I-9, along with the I-9 instructions.

» We don’t have to give the new hire a copy of the

instructions, we just have to make it available for
them to see. (In other words, it may be best to keep
a copy at your desk.)

LISTS OF ACCEPTABLE DOCUMENTS

All documents must be UNEXPIRED

Employees may present one selection from List A

or a combination of one selecfion from List B and one selection from List C.

LISTA

Documents that Establish
Both Identity and
Employment Authorization OR

LISTB
Documents that Establish
Identity
AND

LISTC

Documents that Establish
Employment Authorization

. U.5. Passport or U.5. Passport Card

. Permanent Resident Card or Alien

Registration Receipt Card (Form |-551)

. Foreign passport that contains a

temporary I-551 stamp or temporary

. Driver's license or ID card issuedbya | 1.

State or outlying possession of the
United States prowided i contains a
photograph or information such as
name, date of birth, gender, hesght. eye
color, and address

551 printed notation on a machine-
readable mmigrant visa

. Employment Authorization Document

that contans a photograph (Form
1-768)

ID card issued by federal. state or local
government agencies or enfities,
provided it contains a photograph or

A Social Security Account Number
card, unless the card includes one of
the foliowing resirictions:

(1) NOT VALID FOR EMPLOYMENT

(2) VALID FOR WORK ONLY WITH
INS AUTHORIZATION

(3) VALID FOR WORK ONLY WITH
DHS AUTHORIZATION

information such as name, date of birth, | Z-

gender, height, eye color, and address

. For a nonimmigrant alien authorized

Certification of Birth Abroad issued
by the Department of State (Form
F5-545)

School ID card with a photograph

to work for a specific employer

Voter's registration card

because of his or her status:

a. Foreign passport; and

o] &

Ceriification of Report of Birth
issued by the Depariment of State
{Form DS-1350)

U.5. Military card or draft record

Oniginal or certified copy of birth
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3.0 Procedure

3.1 All new hire paperwork can be found on the server at Human Resources\Public\HR Forms\New Hire Packets. From here,
open the folder for the appropriate State and then open the sub-folder that describes the employee’s status (Exempt, Hourly. or
SNE—salaried non-exempt). See below.

3.2 Select a location from the list provided, as shown below. If no options are given, expand your search to a larger radius.

3.3 A page will appear detailing the location you selected. It includes all the location’s contact information. a map of the area,
and the option to get driving directions. See below for an example.
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