JOB RESOURCE CENTER

NEWLY HIRED STUDENT EMPLOYEE INFORMATION
MORAINE VALLEY COMMUNITY COLLEGE - JOB RESOURCE CENTER - §202
9000 W. COLLEGE PKWY, PALOS HILLS, IL 60465-2478 (708) 974-5737
WWW.MORAINEVALLEY.EDU/JRC

BEFORE YOU BEGIN WORKING, COME TO THE JOB RESOURCE CENTER TO
COMPLETE YOUR EMPLOYMENT PAPERWORK WHICH INCLUDES: FEDERAL AND
STATE W-4 TAX FORMS, [-9 FORM, FORM TO DESIGNATE PAYCHECK PICKUP
LOCATION, CONFIDENTIALITY FORM, AND BACKGROUND CHECK RELEASE.

I[N ADDITION, YOU NEED TO SIGN UP FOR MANDATORY STUDENT EMPLOYEE

ORIENTATION.

NOTE: CONSIDER BRINGING THE FOLLOWING TO COMPLETE THE [-9:

LIST A OR

LIST B

AND

LISTC

Documents that Establish Both
Identity and Employment
Authorization

Documents that
Establish Identity

Documents that Establish
Employment Authorization

1. U.S. Passport or U.S. Passport Card

1. Driver’s license or ID card

2. Permanent Resident Card or Alien
Registration Receipt Card (Form 1-551)

issued by a State or
outlying possession of the
United States provided it

3. Foreign passport that contains a temporary |-
551 stamp or temporary 1-551 printed notation
on a machine-readable immigrant visa

contains a photograph of
information such as name,
date of birth, gender,
height, eye color and
address.

1. Social Security Account Number
card other than one that specifies on
the face that the issuance of the card
does not authorize employment in
the United States

4. Employment Authorization Document that
contains a photograph (Form 1-766)

2. ID card issued by federal, state
or local government agencies or

5. In the case of a nonimmigrant alien
authorized to work for a specific employer
incident to status, a foreign passport with Form
1-9 or Form 1-94A bearing the same name as
the passport and containing an endorsement of
the alien’s nonimmigrant status, as long as the
period of endorsement has not yet expired and
the proposed employment is not in conflict with

entities, provided it contains a
photograph or information such as
name, date of birth, gender, height,
eye color and address.

3. School ID card with photograph

4. Voter’s registration card

2. Certification of Birth Abroad
issued by the Department of State
(Form FS-545)

3. Certification of the Report of
Birth issued by the Department of
State (Form DS-1350)

4. Original or certified copy of birth
certificate issued by a State, country,
municipal authority, or territory of

(Continued)




any restrictions or limitations identified on the
form.

5. U.S. Military card or draft record

the United States bearing an official
seal.

6. Passport from the Federal Status of
Micronesia (FSM) or the Republic of the
Marshall Islands (RMI) with form 1-94 or Form
I-94A indicating nonimmigrant admission
under the Compact of Free Association
Between the United States and the FSM or
RMI.

6. Military dependent’s ID card

7. U.S. Coast Guard Merchant
Marnier Card

5. Native American Tribal
document.

8. Native American tribal document

6. U.S. Citizen ID Card (Form I-
197)

9. Driver’s license issued by a
Canadian government authority.

7. Identification Card for Use of
Resident Citizen in the United States
(Form 1-179).

For persons under age 18 who are
unable to present a document
listed above:

8. Employment authorization
document issued by the Department
of Homeland Security

10. School record or report card

11. Clinic, doctor, or hospital record

12. Day-care or nursery school record

INTERNATIONAL STUDENT WITH SOCIAL SECURITY CARD
[F YOU ARE HERE ON AN F-I VISA, YOU MUST BE ABLE TO SHOW

VALID [-20.

INTERNATIONAL STUDENT WITHOUT A SOCIAL SECURITY CARD
ALTHOUGH INTERNATIONAL STUDENTS DO NOT NEED A SS CARD
TO COMPLETE THE I-9 FORM, IT IS NEEDED FOR PAYROLL & TAX
PURPOSES. [F YOU DO NOT HAVE A U.S. SOCIAL SECURITY CARD,
YOU MUST OBTAIN ONE BEFORE YOU START WORKING. BRING YOUR
HIRING PAPERWORK TO THE JOB RESOURCE CENTER, S202, AND
YOU WILL BE GIVEN INSTRUCTIONS ON HOW TO APPLY FOR A
SOCIAL SECURITY CARD.

[F YOU HAVE ANY QUESTIONS, PLEASE CALL THE JOB RESOURCE
CENTER AT 708/974-5737




