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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
image4.png
> Kentucky Exempt Packets v O Search Kentucky Exemp

"~ Name

o " ADP Portal Announcement for SE new hires

or Ye "L Concept PKG Direct Deposit form 2006 (Salary)
L CPG Application
L CPG Benefits Educational Material 2017
"L CPG Drug Free Workplace Policy Sign-off
"L CPG Drug Free Workplace Program 9-3-12
% CPG Employee Handbook 12-27-16
L CPG Employee Handbook Coversheet and Disclaimer
% CPG Tobacco Free Workplace Policy 2-8-16
L Federal I-9 Form (3-13)
"% Federal Tax Withholding Form W-4 (2017)
| Human Resources Payroll Action Form
" KY State Withholding Form K4 (2010)





image5.png
Instructions Start Over Print
Employment Eligibility Verification

Department of Homeland Security
U.S. Citizenship and Immigration Services




image6.emf
I-9 Instructions  01-2017.pdf


I-9 Instructions 01-2017.pdf


Changes to the Form I-9 2017







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







Instruction Changes


A basic overview of the main changes 
include:
 Boxes in 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.







Instruction Changes Cont.


 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.** If 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.







“Smart” Form


 The 2nd change on the I-9 is that it is 
now a “smart” 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. 







“Smart” Form Cont.


 This form also includes drop 
down boxes for the list of 
acceptable documents to 
prevent employers from putting 
incorrect information.


 At the bottom of each page, 
click the “click to finish” button 
and red boxes will appear if 
anything was missed. 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-
page instructions are also 
more easily available with 
this new form just by clicking 
the “Instructions” button at 
the top of each page.


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







Tips


 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. 


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. 







Reminders


 The form can be completed both by hand and on the computer. So if you 
decide to complete the 1st page on the computer, the 2nd 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.


 You must accept original documents only, no 
copies! 
 Once you have the original document, then you 


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


 It is required 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.) 
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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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