
New Hire Refresher
Presented by Ryan Wilcoxson and Jennifer Hawkins



Who is considered a New Hire?

 Anyone who has never worked at any OSU location

 Faculty or Staff with a break in service of more than 30 
days

 Temporary Employee or Student Employee with a break in 
service of more than six months



The Packet
 Please use the most current forms from the HR website—they are updated regularly 

 Tip: Create shortcut to HR website

 A new hire packet is required after a break in service exceeding 30 days for regular 
faculty and staff (Benefited) and a break exceeding six months for student and 
temporary employees (Non-Benefited)
 The new EPAF App will guide you to the correct type of EPAF

 Ensure the packet is complete before sending to HR and EPAF has been submitted

 Include the Banner ID on each page and make certain that a physical U.S. address 
and alternate email address are provided. Race/Ethnicity and Gender are required

 Please make certain that the writing is legible



New Hire Packet Documents
Required Documents

 PIF- Complete ALL fields

 Loyalty Oath- Must be notarized

 I-9- Completed

 E-Verify- completed no later than 3rd day of employment

 If completed after 3-day grace period, an explanation memo is required

 OTR

 SS card (preferred but not required)

 Do not hold packet if social is not used on the I-9 while waiting for a copy

Optional Documents

 Voluntary Veteran

 Wage Beneficiary Form

 Voluntary Disability

 Direct Deposit and Withholding is now completed by the Employee on Self Service



The I-9
 Page 1 should be completed no later than the first day of employment, any 

fields not used enter N/A

 Page 2 should be completed no later than 3 days from first day of employment

 If page 1 and/or page 2 completed after compliance dates an explanation memo is 
required

 The first date of employment on the I-9 should match the E-Verify Date, Current 
Hire Date, and the Personnel Date 

 There is a 15-page instruction book that MUST be accessible to the employee 
either via link to the electronic form or on paper



The I-9 (continued)

 Each section of the form is signed under penalty of perjury by both the 
employee and authorized representative

 Errors should be crossed out and corrections initialed (No Whiteout!)

 P.O. Boxes are not acceptable on the I-9

 Section 3 shouldn’t be completed or signed (ISS will use this section when 
reverifying visa documents)

 University Human Resources cannot change the form in any way



I-9 Section 1: Employee information

• Name on form should match the 
documentation

• Address needs a physical 
location. No PO boxes are 
allowed

• Write “N/A” in any blanks on 
page 1

• If you helped the employee fill 
out the form, you must fill out 
the attestation statement

• Make sure today’s date is the 
date they sign not their DOB

I-9 reference documents are available at the end of 
the slides.



• Citizen/Immigration Status 
will be a 1, 2, 3 or 4, 
corresponding to the box 
checked in Section 1

• If documents for List A are 
provided, do not provide any 
documentation on List B or C

• Original documents must be 
physically seen in order to 
use on the I-9 (a certified 
copy of a birth certificate 
works)

I-9 reference documents are available at the end of 
the slides.

I-9 Section 2: Department Responsibility



I-9 Section 2: Continued

• The employer may NOT specify 
which documents to provide

• If List A documents are 
provided, please include a copy 
of the List A document with the 
packet, it is needed to go with 
the I-9 since E-Verify requires 
photo matching on List A 
documents

• Do not request or accept more 
documentation than is required

I-9 reference documents are available at the end of 
the slides.



I-9 International Employees

 All international employees MUST see a Representative in ISS regardless of visa 
type. 

o New employees will require the work permit document from ISS 

o Rehires can use work permit document or renewal email from ISS

 The most common visa types are F-1 and J-1 

o They require List A documents only

o F-1 should have Foreign Passport, I-94, and I-20

o J-1 should have Foreign Passport, I-94, and DS-2019

 ISS will assist the employee with filling out the I-9, obtaining a social security card if 
needed, tax documents and work permit.

 If a new international employee is waiting on the social, then newhire can create a 
temporary social so the employee can start working while waiting on SSA



I-9 Reciprocal Processing

• If you have an out-of-area employee that needs to get the I-9 completed, contact 
NewHire@Okstate.edu for an I-9 Reciprocal Consortium in their area

• If the employee uses an offsite person to complete page 2,they should have them enter 
their title as “Authorized Representative” and use an OSU address in those fields

mailto:NewHire@Okstate.edu


EPAF Tips

 It is important to remember that the guidelines for biweekly positions are 
different from monthly

 Submit the EPAF before you email and send originals of the packet and check to 
ensure all dates match before sending

 Ensure your department head approves the EPAF as soon as possible

 If the EPAF that required a packet, gets approved by us, and then later returned 
by an approver that comes after the HR Admin level, you must email 
newhire@okstate.edu and let us know that we will need to approve it again

mailto:newhire@okstate.edu


EPAF Guidelines

 For biweekly dates, the 
easiest way to remember 
is to break it down into 
two groups:

o Query Date
o Job Begin Date
o Job Effective Date

o Current Hire Date
o Personnel Date

 Monthly dates will all be 
the same



EPAFs Reminders

 Please monitor your own EPAF queues— The system does not send 
notifications if an approver leaves a comment on an EPAF, so check frequently 
to ensure there is no delay. If an EPAF is delayed at a particular approval 
level, prompt the approver or proxy to move it along. Some departments have 
many approvers, and all the required approvals must take place before the 
employee is on the system. Encourage approvers to check their queues often 
and to set up proxies for when they are unavailable

 We will not approve the EPAF if the PIF, Loyalty Oath, I-9,E-Verify, OTR, or 
Work Permit for Internationals is incomplete or missing

 If the EPAF App allows, then enter as Primary if it is going to be the primary 
position for the employee



Packet Reminders

 PIF:

o Make sure all fields on the PIF are complete for New Employees

o Permanent home address – No P.O. Box, must be physical address

o Alternate email for Okey Set-up

o Race/Ethnicity is required 

 Loyalty Oath

o All fields must be completed and notarized 

 Please make sure all information is completed on all forms so we do not have 
to return documents which could cause delays in the approval process



Cont. Reminders

 Ensure that you are retrieving the necessary forms from the HR website 
rather than saving them to your computer

 HR cannot process the EPAF until the department head approves it
 If you are hiring a temp for the summer, who plans on working 90-days or less 

at .75 FTE or higher, make sure you put an end date on it, or they will be ACA 
eligible

 Do not use Section 3 of the I-9
 Double check packets before sending to HR
 Do not hold the packet if you are going to be out and can’t run E-Verify, we 

can run it for you so there is no delay, and we can stay in compliance
 Ryan’s Queue is for EPAF’s that need packets and Jennifer’s Queue is for 

EPAF’s that don’t need a packet



Frequent Problems

 Date mismatches between the EPAF, E-Verify and/or the I-9

 Loyalty Oath

o All fields must be completed and notarized 

 Resubmitted EPAFs

 We will not approve the EPAF if the PIF, Loyalty Oath, I-9,E-Verify,OTR 
or Work Permit for Internationals is incomplete or missing

 EPAF with no packet or packet with no EPAF

 International I-9’s missing/incorrect documents



Resources
 U.S. Citizenship and Immigration Services

o https://eforms.com/verification/uscis-i-9/
 Human Resources

o newhire@okstate.edu
o Jennifer Hawkins: x5161
o Ryan Wilcoxson: x2910
o Liz Tarbutton: x5448

 International Students and Scholars
o Kee Luck: x5482

 International Staff and Faculty
o Trisha Iyonsi: x5459

 I-9 Reciprocal Consortium – newhire@okstate.edu

https://eforms.com/verification/uscis-i-9/
mailto:newhires@okstate.edu
mailto:newhire@okstate.edu
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