


HR Question of the Month ... by Federated Insurance

Copies of Employee IDs with I-9 Forms?

Question

Do we need to keep copies of employees’ Identification along with their [-9
form? Or can we just physically verify it and fill the information in on the
form.

Answer

By way of some background, employers are obligated to ensure that a Form |-9 is
properly completed for all new employees within three day of hire. The employer
must physically review the original documents presented by an employee in
connection with the Form I-9 (other than a birth cetificate, for which a certified copy
is allowed) to ensure that the document(s) presented establish the employee’s
identity and authorization to work in the United States, and a member of the
company's management generally needs to sign the form to confirm and indicate
that this is the case. When this is not feasible, such as in cases where an employee
is hired remotely as may be the case here with employees in other states, an
employer can designate an authorized representative to fill out the Form and review
the documents, and this includes contracting with another person or business to
verify the employee's identity and work eligibility. Keep in mind, though, thatif an
agent, representative or independent contractor fails to sufficiently complete the
Form on behalf of the employer or accepts inappropriate documents, etc., his or her
actions and any violations or non-compliance are attributable to the employer.

Getting specifically to your question: employers have discretion to make
photocopies of the documents presented by employees in support of the Form |-9,
or not, but must be consistent across the board with whatever approach it takes.
This means that it cannot photocopy the supporting documents for some employees
and not others. Rather, when it comes to deciding whether or not to make copies of
the documents presented (and employees must have discretion to choose which
acceptable documents to provide), it is an "all or nothing" proposition. Either way,
employers are obligated to retain the Form |- (and copies of supporting documents,
if the employer elects to make them) for a period of three years after the date of
hire, or one year after the date of employment termination, whichever is the longer
period. This record retention obligations applies regardless of the location or
jurisdiction of the worker. Employers that have employees working in multiple states
can elect to store |-9 Forms locally in the offices (or states) where they work or
centrally at a corporate headquarters or similar location. However, if audited or
required to produce the Forms by an appropriate government agency, court order,
etc., the employer must ensure that the documents can be readily produced even if
they are housed out of state. |- Forms should be kept separately from personnel
file documents, though, whether in a separate I-9 file for each employee, or in a
combined file dedicated solely to Form I-9 retention. Employers that choose the
latter route often organize the Forms |-9 alphabetically or by date of hire to
ensure ready access if/when necessary.

The Question of the Month s provided by Enquiron, a company wholly independent from
[ Federated Insurance. Federated provides its clients access to this information through the
Federated Emplayment Practices Network with the understanding that neither Federated
e Q u I nor its employees provide legal or employment advice. As such, Federated does not warrant
the accuracy, adequacy, or completeness of the information hevein, This information may

be subject to restrictions and regutations in your state. Consult with your independent
professional advisors regarding your specific facts and circumstances.
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25 Mistakes Successful People Never Make Twice ... Upcoming
Meetings!

Everybody makes mistakes. Failure is when you make the same mistake over and over. 20 1 9

Meeting Topics!

Everybody makes mistakes -- it's part of life. In fact, it's through our mistakes and failures
that we acquire the experiences and insight that allow us to succeed.

Some people have a hard time admitting it when they make a mistake. However,

successful people recognize when they've made a blunder. They learn from it, grow and A ’ 11th
then move on. They know that if they ignore a mistake, they can get caught in a negative pr I
cycle that will leave them defeated. That would be true failure. ECM/I AQ Motors

Place: The Yard - Robinson

May 9th

In order to help you avoid failure, here are the 25 biggest mistakes successful people may
make once, but not twice.

1. Ignoring your gut instinct.

Sometimes we just sense something is off without being able to explain why. It's easy to Tool Time

discount these instincts, perhaps because we're not really sure if we should trusta hunch Place: TBA

over our rational mind. But successful people only make that mistake once before they

realize that their gut instincts should never be ignored. Taking your instincts into account Jun e 1 Zth

will give you a broader perception of what's going on and make you more confident of your

decisions. Board Meeting Only
Related: The Many Logical Reasons to Lead With Your Gut Instinct

2. Not asking tough questions. JuIy & AUgUSt
Sometimes we're uncomfortable prying into every detail because we fear being intrusive. No meetings

But there are times when you have to ask the tough questions. Successful people may

fail to do that once, but when they get burned, they’ll ignore the awkwardness and make scheduled

sure they have all the information they need.

3. Playing it safe. AUQUSt ??

If you constantly play it safe in life, you're probably hoping to avoid making mistakes by Golf Outing

going along with the herd. But this is one of the biggest mistakes of all, because sweeping

success only comes to those who are courageous enough to strike out on their own.

Successful people may initially allow themselves to fall into this trap, but something in September 1 2th

them propels them to take risks. They would rather try something new and fail than take a Wine Tastin

safe bet and lead a boring life.  (Continued on page 7) ) ) g
Pittsburgh Winery
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Annual Membership Brings You the Following Benefits:

+ Networking events + Insurance for member's company discount
+ Discounts on seminar + Code enforcement updates « Local lobbying Work Hard in
+ Current info from local suppliers « Indoor Air Expo .
* Legislative efforts + Voice for the local contractors Sllence;
* Local website * Golf Outing Let Success
+ Technical training courses + Education opportunities for your technicians .
* Apprenticeship program office staff make the Noise!
State recognized + Advocacy agenda promote contractor interest
+ Monthly newsletter + Labor and HR legal advice before utilities
+ Information of industry news + Helping members to stay ahead of the curve
changes within the industry 8 Monthly informative meetings
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2019 ASSOCIATE MEMBERS

as of March 22, 2019

APRILAIRE
TONY ZINGALES, 330-958-3290

BEAVER STEEL SERVICES, INC.
KURT TRESER, 412-429-8860

CARRIER ENTERPRISE BRYANT PGH.

MIKE MARHEFKY, 412-586-3404

COMFORT SUPPLY
DAVE HECKLER, 412-921-6600

EDWARD C. SMYERS CO.
TOM SMYERS, JR., 412-471-3222

FEDERATED INSURANCE
DANIEL DOWDY, 412-720-4697

H. GERHARDT SUPPLY
HARRY R. GERHARDT, 412-279-4880

HABEGGER HVAC CORP.
C.J. CAMERON, 412-469-1010

JOHNSTONE SUPPLY INC.
STEVE BICHEY, 724-561-3345

ROBERTSON HEATING SUPPLY
TIM LEJA, 412-922-4001 CELL

STANDARD AIR & LITE CORP.
TOM BANEY, 412-920-6505

TRANE RES/LT COMM SYSTEMS
MARK FOSTER, 412-223-5100

2019 CENTURY CLUB MEMBERS

FEDERATED INSURANCE
DANIEL DOWDY, 412-720-4697

JOHNSTONE SUPPLY INC.
STEVE BICHEY, 724-561-3345

STANDARD AIR & LITE CORP.
TOM BANEY, 412-920-6505

2019 VO-TECH MEMBERS

PENN COMMERCIAL INC.
MARIANNE ALBERT, 724-222-5330 x228

PITTSBURGH TECHNICAL COLLEGE
ROBERT ROSSELL, 412-809-5350

WESTERN AREA CAREER & TECHNOLOGY CENTER
DR. DENNIS MCCARTHY, 724-746-2890
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