Family First Homecare
Employee Social Security Number Verification through E-Verify Policy

Effective Date: 06/01/2025
Revision Date: _______________________________
Approved by: ________________________________
Signature: ___________________________________
Applies to: All staff involved in the hiring and onboarding process

Purpose
The purpose of this policy is to establish procedures for verifying the Social Security Number (SSN) and employment eligibility of all newly hired employees through the E-Verify system. This ensures compliance with federal employment verification laws and prevents the hiring of individuals who are not authorized to work in the United States.

Scope
This policy applies to all new employees hired by Family First Homecare, regardless of position or employment type. It governs the verification process conducted through the E-Verify system to confirm the accuracy of employee-provided information and employment authorization.

Definitions
E-Verify: A web-based system operated by the U.S. Department of Homeland Security (DHS) in partnership with the Social Security Administration (SSA) to verify employment eligibility.

Form I-9: The Employment Eligibility Verification form that all employers must complete to verify the identity and work authorization of new hires.

Tentative Nonconfirmation (TNC): A response from E-Verify indicating that the information provided does not match government records.

Final Nonconfirmation (FNC): A determination from E-Verify that an employee is not authorized to work in the United States.

Mandatory Verification of Employee SSN through E-Verify
Reporting Responsibilities
HR personnel must initiate the E-Verify process within three (3) business days of the employee’s official start date.
Failure to complete E-Verify within the required timeframe may result in non-compliance penalties.

Employees must provide valid and accurate documentation for completion of Form I-9 before E-Verify processing can begin.

Required Information for E-Verify Submission
HR personnel will enter the following information into the E-Verify system:
1. Employee’s full legal name
2. Date of birth
3. Social Security Number
4. Citizenship or immigration status
5. Form I-9 document details (such as Driver’s License, Passport, or Work Authorization Card)

Notification of Employment Eligibility Status
Tentative Nonconfirmation (TNC) Process
If a TNC result is received:
1. HR will notify the employee immediately and provide instructions on how to contest the finding.
2. The employee has eight (8) federal business days to take action and resolve the discrepancy with the appropriate agency.
3. Employees who choose not to contest the TNC or fail to resolve the issue within the designated timeframe will receive a Final Nonconfirmation (FNC).

Final Nonconfirmation (FNC) and Employment Termination
If an FNC result is received, the employee is deemed ineligible for employment.

Family First Homecare is required to terminate employment immediately following the FNC determination.

All terminations due to FNC findings will be documented and maintained for compliance purposes.

Investigation and Documentation
Verification Documentation
A copy of the E-Verify results, along with Form I-9, will be securely stored in compliance with federal and state regulations.
Records of employment eligibility verification will be maintained for a minimum of three (3) years after the date of hire or one (1) year after the date of termination, whichever is later.

Confidentiality
All information related to Social Security Number verification and employment eligibility will be treated as confidential.

Access to E-Verify records is limited to authorized HR personnel and government auditors, as required by law.

Ongoing Compliance and Training
Training for HR Personnel
All HR personnel responsible for completing Form I-9 and using E-Verify will receive annual training on employment verification procedures.

Training will include updates on changes to E-Verify regulations, best practices for compliance, and handling TNCs appropriately.

Quarterly Audits
Family First Homecare will conduct internal audits of E-Verify cases on a quarterly basis to ensure compliance.

Any discrepancies found during the audit will be addressed immediately to maintain regulatory adherence.

Review and Revision
This policy will be reviewed annually by the Compliance Team and revised as necessary to reflect changes in regulatory requirements or best practices.
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