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Work Authorization
Employees covered by this policy
This policy applies to all Faculty, Staff and Hourly employees at LU and
applicants of positions.
Policy
Lincoln University must verify work authorization of all workers they hire
on or after November 6, 1986, for employment in the United States,
regardless of the workers’ immigration status. Form I-9, Employment
Eligibility Verification, must be completed for each newly hired employee,
including U.S. citizens, permanent residents, and temporary foreign
workers. Through the Form I-9 verification process, Lincoln University
will ensure that employees possess proper authorization to work in the
United States and that hiring practices do not unlawfully discriminate
based on immigration status.
As part of this process of verifying the identity and employment eligibility
of a new employee, both the employee and the employer must complete
and sign the federal Employment Eligibility Verification Form (I-9)
attesting, under penalty of perjury, that documents presented have been
examined and appear to be genuine and that the employee is aware that
federal law provides for imprisonment and/or fines for false statements
or the use of false documents. The I-9 Form must be retained by the
employer and made available for inspection upon request by officials of
the U.S. Immigration and Customs Enforcement, the Department of
Labor, and the Office of Special Counsel for Immigration Related Unfair
Employment Practices.
Applicants for employment will be asked to provide supporting
documentation to establish identity and eligibility to work in the United
States at the time of an employment offer. Lincoln University will
examine the I-9 form documents within three business days of the date
of hire. All offers of employment will be conditioned on providing proof
of work eligibility and identification. I-9 forms will be maintained in
Human Resources. To comply with federal law, I-9 forms must be
maintained in a separate file from the employee’s personnel file.
Work authorization for an employee in a non-resident alien status is
limited to a specific length of time. Because Lincoln University must serve

as the official sponsor of each non-resident alien employee, it is the
employee’s responsibility to a make timely request to Human Resources
for filing of work authorization, change of status, or extension of such
authorization so that continuation of employment may be granted by the
U.S. Immigration Service prior to the expiration date of the current
status.
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