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Section 7: Documents, ID Cards &
Hiring Paperwork
This section reviews the documents refugees may encounter during their first year in the
United States. It is imperative for all refugees to understand the documents available to them
and the significance of each document. There are several situations that require use of
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identification cards and documents, including getting a job. Refugees are eligible to work the
moment they arrive in the U.S., which is indicated with an “Endorsement to Work” stamp on
their I-94 document. Refugees are authorized to work because of their immigration status, but
as with any employee, a refugee may choose to present any applicable document from the Lists
of Acceptable Documents.
Regardless of where refugees are hired, they will also need to complete the new employee
paperwork that is required in the U.S. Each onboarding process is company-specific and may
include reviews of an employee handbook, compensation information, how employees record
hours, or uniform policy. Understanding identification documentation, how to apply for ID
cards, when to share identification information, and complete hiring paperwork is essential as
participants live and work in the U.S. This section will help clients learn what to expect during
this period.

Learning Objectives
After completing the activities in Section 7: Documents, IDs & Hiring Paperwork, participants
will be able to:
•

•

Recognize different documents and identification cards related to the on-boarding
process.
o Learn how to obtain a driver’s license or state ID.
o Identify appropriate situations for sharing personal information such as a social
security number.
o Distinguish basic eligibility and processes for obtaining a green card.
Identify paperwork required to start a new job.
o Successfully complete a Form I-9.
o Produce the appropriate documents to prove their employment eligibility and
recognize their rights in doing so.
o Articulate the purpose of a Form W-4.

Key Vocabulary
Identification: A means of proving a person’s identity by confirming who they are
through official papers or documents.
I-94: Paper or electronic arrival/departure document issued to visitors who are admitted
to the U.S. and who are adjusting their status while in the U.S.
Employment Authorization Document (EAD): A special card from U.S. Citizenship and
Immigration Services (USCIS), also called a work permit, that lets a person work in the
U.S.
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State ID: A card giving identifying data about a person, such as full name, address, age,
and color of hair and eyes. Often contains a photograph.
Driver’s License: A card with a personal photo that shows someone can legally drive in
the U.S.
Department of Motor Vehicles (DMV): State agency that registers motor vehicles and
issues State IDs and driver's licenses in the U.S.
Social Security Card: Paper card with a unique 9-digit identification number.
Green Card: A common way to refer to an Alien Registration Card, which is the
document given to a person who is a permanent resident of the U.S.
Identify Theft: The illegal use of someone else's personal information (such as a social
security number), especially in order to obtain money or credit.
Emergency Contact: A person (usually a relative or close friend) to call if you are sick,
injured, or in need of assistance and are unable to call on your own.
Hiring Paperwork: Documents that new employees must complete and turn in to their
new employer.
Form I-9: Paper or online form needed for all new employees to show they are
authorized to work in the U.S.
Form W-4: Questions employers use to estimate the amount of income tax to withhold
for each employee on their behalf to be paid to the federal government.
Withhold: Take out or subtract (for example, your employer will withhold taxes from
your paycheck for your annual federal and state tax obligation.)
Department of Labor Notice about Health Insurance Marketplace: Paper provided by
the employer that tells if health insurance is provided.
Notice of Workers’ Compensation Coverage: Paper provided by the employer that tells
if the company has insurance to pay for medical care when an employee is injured at
work.
Consent for Background Checks: Paper signed by the employee to give permission to
the employer to look at employment and education information, criminal records, credit
history, and motor vehicle and license records.
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Included Activities
7.1 I-94s, EADs, and Green Cards
Where’s Your ID? - Notes Page
Mustafa’s Story

7.1A
7.1B

7.2 State ID/Driver’s License
Practice Driver License or Identification Card Application - Worksheet

7.2C

7.3 Social Security Cards
When to Use your Social Security Number - Scenarios

7.3D

7.4 Hiring Paperwork: What’s Included?
U.S. Job Cycle - Photo Cards*

1.4H

New Hire Paperwork -Worksheets

7.4E

Pabitra Starts Her Job

7.4F

Concentration Cards

7.4G

7.5 Eligibility to Work and Form I-9
Where’s Your ID? - Notes Page

7.1A

Form I-9

7.5H

7.6 Form W-4
Tax Topic Cards

7.6I

Who Lives with Me? - Worksheet*

7.6J

Form W-4

7.6K

7.7 Additional Resources
*Indicates either that the activity works well for a wide range of English levels or that a
beginner English level extension option is included. Non-asterisked activities are appropriate for
participants with intermediate to advanced English levels.
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7.1

I-94s and EADs

Activity Overview
An activity to introduce participants quickly to the types of IDs discussed in this section.
Participants will be able to visually identify each ID and be able to explain the function of each
ID card.

Materials Needed





Whiteboard and markers
Where’s Your ID? Notes Page (7.1A)
Example of an Employment Authorization
Document or from question 2 in Where’s Your ID?
Notes Page (7.1A)
Mustafa’s Story (7.1B)

Procedures
1. Ask participants, “What type of documentation
(or paperwork) did you need to show to travel to
the U.S.? How did you prove that you are who
you say you are?” Write answers on the board.
Circle any identification mentioned (passport or I94). Say, “These are examples of identification.
Identification is something that shows who a
person is, like a card or document with personal
information on it.” Ask participants what other
U.S. identification documents they know of.
2. Explain that refugees all have the legal right to
work in the U.S. because of their immigration
status. Refugees have documents that prove this
right to work, including an I-94 and Employment
Authorization Document (also referred to as EAD
or work permit).

Background Information
Department of Homeland Security
provides refugees electronic and
paper Forms of the I-94 for proof of
legal status and employment
authorization, as well as Forms I-766,
Employment Authorization Document
(EAD). A Form I-94 with an unexpired
refugee admission stamp and a
handwritten number on it is
acceptable as a receipt for a List A (List
of Acceptable documents) document
for a refugee.
The new electronic Form I-94 for
refugees does not include an
admission stamp but does provide the
“class of admission” as “RE” and an
“admit until date” as “D/S.” If a
refugee presents a computergenerated printout of Form I-94 for
Form I-9 Employment Eligibility
Verification, the employer must
accept it as evidence establishing both
employment authorization and
identity for 90 days.

3. Pass out the Where’s Your ID? Notes Page (7.1A) and encourage participants to take
notes on each type of identification. They should refer to this notes page throughout
Section 7.
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4. Ask participants if they have an I-94. Go over the related talking points:
I-94:


The Department of Homeland Security provides electronic or paper forms of the
I-94.
o An I-94 with an unexpired refugee admission stamp and a handwritten
number on it is acceptable to prove your identity and that you can work
in the U.S.
o If you show your I-94 computer-generated printout to an employer, they
must accept it as a receipt establishing both employment authorization
and identity for 90 days. Within 90 days, you must present an
employment authorization document (Form I-766) or a combination of a
driver’s license/state ID or school ID with photograph and an unrestricted
social security card.

5. Show participants a picture of an employment authorization document and cover the
following talking points:
Employment Authorization Document or EAD:




An employment authorization document or EAD card comes from the United
States Citizenship and Immigration Services (USCIS). It provides temporary
employment authorization to noncitizens in the United States.
Sometimes an EAD is also called a “work permit.”

6. Show participants a picture of “Green Card” and cover the following talking points:
Lawful Permanent Residents (Green Cards):




“Green card” also refers to the
immigration process of becoming a
permanent resident. The green card
serves as proof that its holder, a Lawful
Permanent Resident (LPR), has been
officially granted immigration benefits,
including permission to reside and take
employment in the United States.
To apply for permanent resident status,
file Form I-485, Application to Register
Permanent Residence or to Adjust
Status. You must also have a USCIS

Background Information
Encourage client to use a resettlement
agency to apply for adjustment of
status.
For more information on Refugee
Adjustment of Status, please visit the
USCIS page on green cards or call the
USCIS customer service phone
number: 1-800-375-5283. 1
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doctor complete Form I-693 showing proof of your medical examination. There is
currently no fee to file this form as a refugee.
To be eligible, you must:
o Be physically present in the United States for at least one year after being
admitted as a refugee
o Not have had your refugee admission terminated (maintained your refugee
status in the U.S.)
o Not already have permanent resident (green card) status

7. Pass out Mustafa’s Story (7.1B) and have them read along and circle any words they do
not know. Then go through it again.
8. Have participants work in groups to write down all the things Mustafa needed in order
to apply for a green card.
9. Ask participants what steps they have already taken towards getting a green card.
10. Cut the story up into strips, one for each sentence, and have the class put the story in
chronological order.
11. Discussion questions:
 Why do we need identification?
 What should you do if an employer does not think you can legally work in the
U.S.?
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7.1A

Where’s Your ID?
Take notes as the instructor explains the different identification cards in the U.S.

1. I-94
What is it? ______________________________________________________________
_______________________________________________________________________
When will you use it? _____________________________________________________
_______________________________________________________________________
How do you get one? _____________________________________________________
_______________________________________________________________________

2. Employment Authorization Document (EAD)
What is it? __________________________________________
___________________________________________________
When will you use it? _________________________________
___________________________________________________
How do you get one? _________________________________
___________________________________________________

3. State ID
What is it? __________________________________________
___________________________________________________
When will you use it? _________________________________
_______________________________________________________________________
How do you get one? _____________________________________________________
_______________________________________________________________________
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7.1A

4. Driver’s License
What is it? __________________________________________
___________________________________________________
When will you use it? _________________________________
_______________________________________________________________________
How do you get one? _____________________________________________________
_______________________________________________________________________

5. Social Security Card
What is it? __________________________________________
___________________________________________________
When will you use it? _________________________________
_______________________________________________________________________
How do you get one? _____________________________________________________
_______________________________________________________________________

6. Green Card
What is it? __________________________________________
___________________________________________________
When will you use it? _________________________________
_______________________________________________________________________
How do you get one? _____________________________________________________
_______________________________________________________________________
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7.1B

Mustafa’s Story
Mustafa has been living in the U.S. for one year. He was resettled to New
York City as a refugee from Iraq.
Mustafa is excited to apply for his Green Card and become a permanent
resident of the U.S.
When Mustafa first arrived in the country, he had only his 1-94 proving he
came as a refugee.
Two weeks after he arrived, his employment authorization document came
in the mail.
Mustafa loved to drive back home in Iraq, so he applied for a New York
driver’s license.
Mustafa also has been keeping up with his vaccinations, and with the help
of his caseworker, he completed the Report of Medical Examination and
Vaccination Record (form I-693) by the civil surgeon as required for the
permanent resident application.
He also made an appointment to get a passport-style photo taken; he will
need two copies of the picture for the application.
Mustafa was not able to bring his passport or birth certificate with him
when he left Iraq, but his caseworker told him that they are not needed to
apply for a green card.
Since Mustafa arrived in the U.S., he has not been arrested or charged with
any crimes, so he does not have to provide any additional documentation.
Now that he has gathered all the required information, he is ready to fill
out the form I-485 Application to Register Permanent Resident or Adjust
Status, which is free to complete; however, Mustafa wants the assistance of
someone to help him complete the forms, so he enlists the help of an
immigration attorney to help him complete the application.
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7.2

State IDs and Driver’s Licenses

Activity Overview
An activity to quickly introduce participants to state IDs and driver’s licenses. Participants will
be able to visually identify each ID type and be able to
explain the function of each ID card. This activity will
Trainer’s Tip
teach participants how to complete an application for a
Each state has different requirements
driver’s license.
to apply for a license. Before teaching
this lesson, visit DMV.org in order to
Materials Needed
research the necessary requirements
 Where’s Your ID? Notes Page (7.1A)
for your state.
 Pen and pencil





Scale and measuring tape (optional)
Whiteboard and markers if you want to do the activity as a group.
Practice Drivers License or Identification Card Application Document (7.2C)
Internet Connection

Procedures
1. Have participants look at their Where’s Your ID? Notes Page (7.1A) and encourage
participants to take notes on each type of identification. They should refer to these
notes page throughout Section 7.
2. Ask participants if they have a state ID. Go over the related talking points:
State ID







You should apply for a state-issued identification card if you do not have a
driver’s license.
Having some form of photo ID is critical in our world today. You need to be able
to prove you are who you say you are in many situations. You’ll need a picture ID
to board an airplane, get a job, set up bank accounts, and in order to make
certain purchases.
Click through DMV.org to learn the documentation you’ll need to apply for an ID
card, which forms to fill out, where to apply, how long IDs are valid, and the
costs involved to get one in your state.
Applying for a Standard State ID Card
o Visit your local Department of Motor Vehicles (DMV) or Secretary of State
office
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o Present proof of a valid social security number or a letter of ineligibility from
the Social Security Administration.
o Present proof of identity (check your state)
o Pay the standard state ID card fee.
3. Ask participants if they have a driver’s license in the US. Go over the related talking
points:
Driver’s Licenses









Department of Motor Vehicles (DMV) is a state-level government agency that
administers vehicle registration and driver licensing. State agencies pertaining to
obtaining a driver’s license or vehicle can go by different names in each state.
Each state in the US has different driving laws. You can learn these laws by reading a
driver’s manual (handbook of rules). The DMV website has PDFs of the driver’s
manuals for each state.
You are required to first get leaner’s permit before obtaining a driver’s license
Once you have read and understood the laws, you will need to take both a written
test and a driving test to get your license. You will need to schedule this test ahead
of time, either online or by visiting or calling the DMV office that is closest to your
home. You have to pay a fee to take your test and get your license.2 Find your local
DMV here.
Applying for a Standard State ID Card
o Each participant should get a copy of the Practice Driver License or
Identification Card Application Worksheet (7.2C).
o First practice completing the form as a class.
o Then ask participants to complete the application on their own.
o If participants do not know their height or weight, have them measure each
other’s height and weight in the classroom.

Extension Option
1. Watch as a class this video on how to drive in the US: First Driving Lesson in an
Automatic Car
2. Discussion questions:
o Have you ever driven a car before?
o What are some safety rules you know for driving in the US?

2

How do I learn to drive? The Refugee Center Online. https://therefugeecenter.org/resources/driving/
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PRACTICE DRIVER LICENSE OR IDENTIFICATION CARD APPLICATION
Purpose for your visit. Check () the appropriate box(es). USE PEN ONLY
DRIVER LICENSE (DL)

IDENTIFICATION CARD

DL/Permit
Duplicate
Renewal

ID/Card Renewal
Senior ID Card
Duplicate

Please tell us about yourself: Use your full name. Documentation may be required.
First Name

Middle Name

Mailing Address

Birth Date

Hair Color

Last Name

Suffix

City

Social Security Number

Eye Color

Height

State

Zip Code

Sex

Weight

Signature: None of the above information is false.

Signature

Date
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7.3

Social Security Cards

Activity Overview
This activity is to introduce the concept of when to use a social security number and when to
keep it hidden.

Materials Needed




Make copies of the scenarios from the When to Use Your Social Security Number
Scenarios (7.3D) and then cut out each scenario individually.
Scissors
Whiteboard/marker or chalkboard/chalk

Procedures
1. Explain to participants that social security cards were originally created as proof of
identification for the social security system. They provided the government with a
means of tracking contributions to its retirement assistance program. Today, however,
social security numbers are needed them for many life activities.
2. Test participants’ knowledge about the uses of social security cards. Have participants
raise their hand if they think they need a social security number at each of the following:
 Doctor’s office?
 Getting a job?
 Getting a credit card?
 Applying for college?
 Opening a bank account?
3. Explain why someone needs to use a social security number in each of these situations3
 Going to the doctor: If you go to a doctor’s office, you may be asked for your
social security card or number. Doctor’s offices use your social security number
both for billing and insurance purposes, and to make sure that your medical
information is not used by unauthorized people.
 Getting a job: If you want to get a job, you’ll probably also need to show your
social security card to your employer. Employers are required to use your social
security number for wage reporting on W-2 forms. Your employer may also use
your social security number to verify that you are eligible to work in the United
States.
3

5 Reasons Why You Need a Social Security Card https://www.govsimplified.co/resources/5-reasons-why-you-need-a-socialsecurity-card/
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Using a Credit Card: If you are thinking of applying for a credit card, you will need
to provide your card issuer with your social security number as well. This lets
creditors verify your credit worthiness.
Getting an Education: Colleges may also ask for your social security card. This
helps them ensure that you are eligible to attend school in the United States and
that you are who you say you are.
Opening a Bank Account: If you want to open a bank account, you’ll probably be
asked for your social security card. Banks use the cards for a variety of purposes,
including verifying your identity in case you forget your account number and
verifying your credit worthiness. Banks also need your social security number to
report the interest your account accrues to the IRS.

4. Explain to participants that there are times when a social security number is needed for
identification purposes, but it is important to keep it safe. Tell participants, “every time
you are asked to share your number, you can ask why it is needed and how the
information will stay protected.”
5. Break up participants into small groups of two to three people and give each group all
the scenarios cut out from the When to Use Your Social Security Number Worksheet
(7.3D)
6. Have participants read each scenario and decide if it is a scenario where one could
safely give a social security number or if it’s a scenario where one should protect a social
security number.
7. Discussion Questions
 What is a scenario in which you have already used your social security number or
card in the US?
 Where do you think is a safe place to keep your documents when you are not
using them?
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When to use your SSN

When not to use your SSN

Malia is ready to take the test for her driver’s
license. At the office, Malia is asked to prove her
identity with her social security card along with
other documents. Should Malia provide her
original blue social security card? Is it safe?

Hassan receives a phone call from an unknown
number, and the person calling tells him that he has
won money. They say that they need Hassan’s
social security number in order to send the money.
Should Hassan share his number? Is it safe?

Thomas just got a job and needs to set up a bank
account for direct deposit. At the bank, the teller
asks Thomas for his social security card and state
ID to confirm his identity. Is it safe for him to give
the teller his social security card?

Patrick answers his phone to a man telling him that
his computer had a data breach. The man on the
phone tells Patrick that in order to protect his
personal information, Patrick must give him his
social security number. Is it safe for Patrick to share
his social security number? Why or why not?

Jean-Paul is sick and made an appointment with a
new primary care doctor. When Jean-Paul arrives
at the office and checked in, they asked for his ID
and social security card. Should Jean-Paul give
them his card? Is it safe?

Ahmed checks his email every day. Today he got an
email asking for his personal information from a
store that he shops at regularly. The email asks
specifically for his social security number. Should
Ahmed send an email back to the store with his
social security number? Why or why not?

Maria was hired for a position in a warehouse.
The employer asks Maria to fill out new-hire
paperwork. The paperwork asks for her social
security number to be used not only to confirm
her identity but also to track her wages earned.
The employer is required to send Maria’s pay
information to the government. Should Maria give
the employer her social security card?

Ayan is on Facebook to keep in touch with family
and friends across the world. Ayan likes to share
pictures of her life in the US. One day, Ayan
receives a message from a friend asking for her
social security number so he can apply to come to
the US. Should Ayan send her friend her social
security number? Why or why not?

Amal has been working for six months, and it is
time to file her taxes. Amal’s employer gives her a
form called a W-2 that she must use to file the
paperwork for her taxes. Her state’s forms ask for
her social security number. Does Amal need to
provide her social security number? Is it safe?

Sylvia uses the internet to improve her English and
apply for jobs. After Sylvia applies for a position at
the hospital, she clicks on an advertisement that
offers jobs for $25 an hour. The site has misspelled
words, no job description, and asks for her social
security number. Should Sylvia give the website her
social security number? Why, or why not?
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7.4

Intro to New Hire Paperwork

Activity Overview
This activity introduces participants to the paperwork
that is required when a client starts a new job.
Participants will gain a broad understanding of newhire forms and documents required by the
government and employers.

Materials Needed







Whiteboard and markers
U.S. Job Cycle Photo Cards (1.4H)
New Hire Paperwork Worksheet (7.4E)
Pabitra Starts Her Job Worksheet (7.4F)
1-2 sets of Concentration Cards (7.4G), cut apart
Pens or pencils

Procedures
1. Review the steps in the U.S. Job Cycle by passing out the U.S. Job Cycle Photo Cards
(1.4H) to participants. Ask them to work together to put the cards in the correct order.
2. Correct any out-of-order steps and hold up the “New Hire Paperwork” card. Ask
participants what paperwork is needed to start work.
 What information do you think you need to give the employer when you start a
job?
 What information do you think the employer will give you?
3. Tell participants, “On or before your first day of work, your employer will ask you to
complete new-hire paperwork. This the best time to for the employee and the employer
to agree to the rules of the job and to get required government documents signed.”
4. Ask participants,
 Who will be with you to fill out paper work and documents?
o It may be your manager and/or Human Resources
 Will you be the only one completing the paperwork?
o No, read the instructions carefully because some of it might be completed
by the employer.
 Who can you ask if you have any questions about the paperwork?
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o Feel free to ask questions from Human Resources as you complete the
paperwork
o You can bring it to your employment specialist or resettlement agency for
help.
Is this an ok time for you to be asked your social security number?
o Yes!
Should you ask for copies of all the documents that you sign?
o Yes!

5. Pass out copies of the New Hire Paperwork Worksheet (7.4E) and ask participants to
take notes on each piece of new-hire paperwork. Write the names of the following
forms on the board and review the definitions:4
These forms are required by the government:
Form I-9: Paper or online form needed for all new employees to show they are
authorized to work in the U.S.
Form W-4: Questions employers use to estimate the amount of income tax to
withhold for each employee
Withhold: Take out or subtract (for example, your employer will withhold taxes
from your paycheck)
DOL Notice about Health Insurance Marketplace: Paper provided by the
employer that tells whether health insurance is provided
Notice of Workers’ Compensation Coverage: Paper provided by the employer
that tells whether the company has insurance to pay for medical care when an
employee is injured at work
Consent for Background Checks: Paper signed by the employee to give
permission for the employer to look at employment and education information,
criminal records credit history, and motor vehicle and license records.
These forms might also be required by an employer:





4

Acknowledgement of Receipt of Policy Handbook
Consent for Drug Testing/Consent to Search Policy, if the company does periodic
drug tests or searches
Consent for Video Surveillance, if the company uses video recordings onsite
Agreements regarding pay, wage deductions, benefits, schedule, work location,
etc.

http://www.twc.state.tx.us/news/efte/new_hire_paperwork.html
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6. Give participants ten minutes to read Pabitra Starts Her Job (7.4F) about new hire
paperwork and answer the questions. Review the story together, explaining any new
vocabulary as needed, and ask for volunteers to share their answers.
7. Shuffle and lay the Concentration Cards (7.4G) on a table so that the words are not
showing. For large classes, use two or more sets of cards and split the class into smaller
groups. Invite participants to take turns flipping over two cards at a time to see if they
can find a new hire document and the corresponding definition. Play until all cards have
been correctly matched.
8. Discussion questions:
 Why is new-hire paperwork important?
 What could happen if you provide the wrong answers on this paperwork?
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New Hire Paperwork
Take notes as the instructor explains the new hire forms in the U.S. These forms are required by
the government.

1. I-9
What is it? ______________________________________________________________
_______________________________________________________________________
Who provides the information? Circle one:

Employer

Employee

2. W-4
What is it? ______________________________________________________________
_______________________________________________________________________
Who provides the information? Circle one:

Employer

Employee

3. Department of Labor notice regarding Health Insurance Marketplace
What is it? ______________________________________________________________
_______________________________________________________________________
Who provides the information? Circle one:

Employer

Employee

4. Notice of Workers’ Compensation Coverage
What is it? ______________________________________________________________
_______________________________________________________________________
Who provides the information? Circle one:

Employer

Employee

5. Consent for Background Checks
What is it? ______________________________________________________________
_______________________________________________________________________
Who provides the information? Circle one:

Employer

Employee

6. Other forms might also be required by the employer. What other documents
might be part of your new hire paperwork?





_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
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7.4F

Pabitra Starts Her Job
Pabitra started a new job yesterday in a factory. She met with the Human Resources (HR)
Manager, who gave her many papers to read and sign. Pabitra filled out the I-9 and provided
her employment authorization document to be copied. The HR Manager explained that the W-2
Form shows the company how much income tax will be withheld from Pabitra’s paycheck each
month. Pabitra had questions about the W-2 form, so she took that form to her resettlement
agency to get help. Although it took extra time, she knows it is important to get the W-2 right
so that she won’t have to pay a lot of taxes all at one time later.
Pabitra also received a paper that explained the
company has workers’ compensation coverage. The HR
Manager told Pabitra that if she gets hurt while
working, the company has insurance to help pay for
medical help. The HR Manager also gave Pabitra a copy
of the company’s handbook so she understands the
company rules. There were so many papers, but Pabitra
is excited to start her job!

1. Where does Pabitra work? _________________________________________________

2. Which form had questions about Pabitra’s authorization to work in the U.S.?
________________________________________________________________________

3. Does Pabitra’s new company have Worker’s Compensation Coverage? What does that
mean? __________________________________________________________________
________________________________________________________________________

4. Where did Pabitra go for help with her W-2? Who can help you with new hire
paperwork?
________________________________________________________________________
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7.4G

Form I-9

Paper or online form needed for all
new employees to show they are
authorized to work in the U.S.

Form W-4

Paper employers use to estimate
the amount of income tax to
withhold for each employee

DOL Notice about Health
Insurance Marketplace

Paper provided by the employer
that tells whether health insurance
is provided

Notice of Workers’
Compensation Coverage

Paper provided by the employer
that tells whether the company has
insurance to pay for medical care
when an employee is injured at
work

Consent for
Background Checks

Paper signed by the employee to
give permission for the employer to
look at employment and education
history, criminal records, credit
history, motor vehicle and license
records
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7.5

Eligibility to Work and Form I-9

Activity Overview
Employers are required to ensure employees are authorized to
work in the U.S., and they do so through filling out the United
States Citizenship and Immigration Services (USCIS) Form I-9.
Participants will practice completing a Form I-9 and will review
which documents establish their identity and eligibility to work in
the U.S.

Materials Needed







Printed copies of Form I-9 (7.5H; check here for the most
up-to-date version)
Pens or pencils
Vocabulary cards from Where’s Your ID? Notes Page
(7.1A)
Whiteboard and markers
Computer, projector/screen, or TV
Access to the Internet

Procedures
1. Review the previous lesson by asking participants what
paperwork is required when they start a job. Record
answers on the board and fill in gaps as needed. Circle “I9” from the list and ask if participants remember the main
purpose of the I-9. (Answer: An I-9 form is required for all
new employees to show they are authorized to work in
the U.S.)

Background Information
Keep in mind that it is possible a
hiring manager may be unfamiliar
with refugee documents. Refugee
employment staff should
accompany their clients through
the hiring process to guide both
parties through the hiring and
onboarding process. A client has
the right to present any
combination of documents listed
on form I-9. It is illegal for an
employer to demand specific
documents, such as a green card,
from clients.
If an employer is using E-Verify, a
DHS Tentative Non-Confirmation
(TNC) results when the information
entered does not initially match
U.S. Department of Homeland
Security (DHS) records. A “DHS
TNC” does not necessarily mean
that the employee is not
authorized to work in the United
States.

2. Tell participants, “U.S. law requires companies to employ only individuals who may
legally work in the United States: U.S. citizens or foreign citizens who have the necessary
authorization. All employers must check your documents to prove you are who you say
you are and that you are legally authorized to work in the U.S.”
3. Watch the USCIS video Employee Rights and Form I-9. (3.5 minutes)
4. Explain the following points when discussing e-Verify:
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E-Verify is an Internet-based system that compares information from an
employee’s Form I-9,(Employment Eligibility Verification), to data from U.S.
Department of Homeland Security and Social Security Administration records to
confirm employment eligibility.
Any employers with over 50 employees will use the system E-Verify to check
your work authorization.

5. Ask participants the following comprehension questions:
 Why is Form I-9 required?
 How many sections are in Form I-9?
 When is the first section of the form required?
 Are you required to provide a social security number?
 Can your employer ask for specific documents?
 What is e-Verify?
6. Pass out a Form I-9 (7.5H) to every participant. Tell them the class will practice filling out
the I-9 together, but that they will need to fill out a new Form I-9 when they start
working.
7. Give participants 5-10 minutes to read the instructions and complete the first section of
personal information. Ask them to stop writing on the form after they fill out their
telephone number. Point out that writing a personal phone number and email address is
optional.
8. Check forms as participants work to ensure accuracy.
9. Let participants know that for the next question, those with refugee status should check
box #4, “alien authorized to work until,” and should write “N/A” in the space provided.



N/A
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Participants should use the “Admission (I-94) Record Number” from their Form I-94
printout to fill in #2, “Form I-94 Admission Number.” Participants can write their foreign
passport number and country of issuance under #3, in the “Foreign Passport Number”
and “Country of Issuance” spaces.
10. Instruct participants to sign and date the form where indicated. Explain that if they fill
out the form for their employer on their own, they should check “I did not use a
preparer or translator” under the signature line.
11. Ask participants to turn their I-9 Forms over and read the instructions for Section 2. Ask,
“Who should fill out Section 2? Why is it important to always read the instructions?”
12. Ask participants if they remember what identification or documents prove they can
legally work in the U.S. Review document names as needed by showing the IDs from
Where’s Your ID? Notes Page (7.1A). Remind participants that refugees are immediately
eligible to work upon arrival to the U.S. Their I-94 document is proof of work
authorization for up to 90 days after being hired. Within 90 days of hire, each employee
must present an Employment Authorization Document (EAD).
13. Look at page 3 of Form I-9 together and tell participants that the I-9 Form requires
employers to check new employees’ identity and employment authorization. New
employees can choose acceptable documents from the list provided, and the employer
cannot tell the employee which documents to share. Examples of document
combinations include:
 I-94 and foreign passport
 U.S. Driver’s License or ID card and Social Security Card
 School ID with a photograph and Social Security Card
 EAD does not need any additional accompanying document
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Extension Options






Employee Rights Interactive Quiz: Want to practice your knowledge of I-9? The
Employee Rights Interactive Quiz from USCIS for Form I-9 is great for staff to take but
also is a helpful resource to use in class.
eVerify Self Check: Participants can try eVerify’s Self Check for free with computer and
Internet access. Self-Check lets users confirm that employment eligibility information is
in order by checking it against the same databases that eVerify uses when employers
enter a case. If Self Check finds a data-mismatch, it supplies instructions to correct the
records with the appropriate federal agency. See the note to employment staff under
the Activity Overview about getting a DHS Tentative Non-Confirmation (TNC).
Form I-9 Employee Information Sheet: Pass out copies of the Form I-9 Employee
Information Sheet for additional reading practice and to review more in-depth questions
and answers about the I-9.
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7.5H
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7.5H
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7.5H
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7.6

Form W-4

Activity Overview
Participants will review income tax information from Section 5: Financial Literacy and discuss
how Form W-4 determines their tax withholding from each paycheck. Be sure to emphasize
that the total income taxes due for each person is calculated on an annual basis. If participants
choose to have less income tax withdrawn from regular paychecks by taking more allowances,
they will likely have to pay more income taxes when they file their taxes the following year.

Materials Needed





Tax Topic Cards (7.6I)
Who Lives with Me? Worksheet (7.6J)
Printed copies of Form W-4 (7.6K; check
here for the most up-to-date version)
Pens or pencils

Procedures

Trainer’s Tip
While this activity guides participants
through the practice of completing a
W-4, it is strongly recommended that
the actual W-4 is completed with oneon-one help from a seasoned
employment services staff member.

1. Review income tax basics from Section 5:
Financial Literacy (Activity 5.5, Income Taxes
101) by splitting the class into two groups. Pass out one Tax Topic Card (7.6I) to each
group and ask them to recall as much information as they can about Income Tax or Tax
Return. Give them 5-7 minutes to discuss as a group.
2. Invite groups to take turns sharing their topic question and recalled information. Be sure
the following information is mentioned for each topic:
Income Taxes





In the United States, you must pay income
tax to the government if you are working.
Anyone who does not pay income taxes can
have very serious legal problems.
Your employer will withhold money from
your paycheck to pay your income taxes to
the government.
The government uses income taxes to pay for things like hospitals, roads, schools,
social security benefits, public safety services, and refugee resettlement
programming. Taxes do not pay for things like businesses or stores.
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Tax Returns







Any person authorized to work in the United States must complete a tax return
each year.
Tax returns are filed with the Internal Revenue Service (IRS), state, and local taxcollection agencies containing information on taxable income and tax payments.
Tax returns can be filed from January through mid-April; they are due April 15.
People who don’t file tax returns may receive a letter in the mail from the IRS
stating that they owe the U.S. government taxes, and possibly some fees
Eligible workers must file a tax return to benefit from any tax credits such as the
Earned Income Tax Credit or the Child Tax Credit.
There are many free tax-filing services available.

3. Ask participants, “Do you remember which new hire form employers use to estimate
the amount of income tax to withhold for employees?” Tell them now to look closely at
Form W-4. Say, “The amount of income tax owed to the government is determined by
things like income, family situation, tax deductions, and tax credits. Your employer will
withhold income taxes from your paycheck.” Review the meaning of “withhold” if
needed:
Withhold: Take out or subtract (for example, your employer will withhold taxes
from your paycheck)
4. Pass out copies of the Who Lives with Me? Worksheets (7.6J). Explain that participants
should draw a picture of everyone who lives at their current address. It’s helpful to have
an example picture drawn ahead of time to show participants. Let participants know
that this information is helpful for filling out the W-4; they don’t need to worry about
whether their artwork looks professional!
5. Explain, “Family and employment information is important for deciding how many
allowances participants should mark on their W-4. The more allowances claimed, the
less income tax will be withheld from a paycheck. The fewer allowances claimed, the
more income tax will be withheld from each paycheck.”
Ask participants if they know why it is important to be honest about this information
and let them know that if they pay too much in taxes, they will get a refund from the
government, but if they don’t pay enough, they will have to pay taxes and sometimes
additional fees.
6. Pass out Form W-4 (7.6K). Ask participants to turn to page three and tell them that they
will not turn in this section of the W-4; it is simply a worksheet to help them calculate
the appropriate number of allowances. “You’ll need to enter numbers in lines A through
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G based on your unique situation, so it’s a good idea to pay close attention to the Form
w-4 instructions.” Work through each of the line items, explaining each situation using
the accompanying instructions:
A. All participants should enter “1” here.
B. Check to see if participants are married. If so, they should likely enter a “1”
under letter “B.”
C. Single participants can claim head-of-household status if they pay more than
50% of the costs of keeping up a home for themselves and a qualifying
individual.
D. Go through each of the three options here to ensure clarity.
E. It’s important to mention here that it is never okay to claim someone else’s
child, either on Form W-4, when you file taxes, or any other time. This is
illegal and can result in serious problems for you.
F. This line is for parents or guardians who have at least $2,000 of child or
dependent care expenses for which they plan to claim a credit.
G. This line is for parents or guardians who have children who qualify for the
Child Tax Credit. (See IRS Publication 972 to determine.)
 If your total income will be less than $70,000 ($100,000 if married),
enter “2” for each eligible child; minus “1” if you have two to four
eligible children or minus “2” if you have five or more eligible
children.
 If your total income is between $70,000 and $84,000 ($100,000 and
$119,000 if married), enter “1” for each eligible child.
 If your income is above $84,000 or ($119,000 if married), then put
zero
H. Write the sum of all your allowances on line H. This would be the total of
adding up all the numbers from lines A-G.
7. Tell participants that they can update their W-4 any time. If they have another child, for
example, they should update their W-4 accordingly.

Extension Options




IRS Withholding Calculator: The online IRS Withholding Calculator is an advanced tool
to help identify the correct amount of tax withholdings. Volunteers can work one-onone with advanced English speakers to guide them through the questions.
Form W-4 Videos? YouTube Form W-4 Tutorial and IRS Filing Status, Do I Need to Fill
Out a New W-4?
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7.6I
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7.6J
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7.6K

35

Section 7: Documents and Identification Cards/Hiring Paperwork

7.6K
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7.6K
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7.6K
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7.7

Additional Resources

Higher resources include:
 Driving in the United States: A Resource from the Refugee Center Online
 Identity Theft
 Reader Question: How to Streamline Employment Verification Documentation?
 Free I-9 Desktop Widget: A Great Job Development Strategy
 E-Verify and Work Authorization Checks: Deepen Employer Relationships and Advocate
for Clients
 Everything You Wish You Didn’t Know About Pre-Employment Drug Tests
 Failed Drug Tests: It’s Gonna Happen
U.S. Citizenship and Immigration Services (USCIS) provides detailed information about Green
Cards, Form I-9, and Employment Eligibility Verification:














How to Apply for a Green Card
Green Card Eligibility
Green Card Processes and Procedures
While Your Green Card is Pending
After a Green Card is Granted
Overview of Form I-9
Who Needs Form I-9?
Which Form I-9 Should I Use?
Complete Section 1, Employee Information and Attestation
Complete Section 2, Employer Review and Attestation
Complete Section 3, Updating and Reverification
Correcting Form I-9
Common Mistakes and How to Avoid Them

U.S. Citizenship and Immigration Services (USCIS) also has detailed information about
Employment Authorization Documents.
Social Security Administration (SSA) Educator ToolKit to provide background on social security
and how it works.
TwoMinute English has a brief video with vocabulary about getting a driver’s license.
E-Verify resources include:



Tentative Nonconfirmation (TNC) Overview
Tips to Prevent a Tentative Nonconfirmation
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How to Correct a Tentative Nonconfirmation
Employee Rights and Responsibilities
Video: Employee Rights and Responsibilities
Know Your Rights Brochure

Internal Revenue Service (IRS) has resources for completing Form W-4:
 Form W-4
 Tax Information for Employees
See the Department of Labor (DOL) New Health Insurance Marketplace Coverage Options
information here.
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