ROCKLAND COUNTY DEPARTMENT OF SOCIAL SERVICES

Local Policy/Procedure #09-18
Date: December 27, 2017
Revised: January 2019

TO: CSEU Support Staff

FROM: RCDSS CSEU

SUBJECT: Compliance with Section 5.1.1 of IRC 6103(p)(4)(C) Mandatory Background
Investigation Minimum Requirement for Prospective Staff with Access to Federal
Tax Information (FTI)

CONTACT

PERSONS: Attorney Il Rockland County CSEU / RCDSS Personnel Administrator

PURPOSE: IRS Publication 1075
Internal Revenue Code (IRC) § 6103(p)(4)
26 CFR § 301.6103(p)(4)-1
OTDA 17-ADM-08

Policy: Itisthe policy of the Rockland County Department of Social Services (RCDSS) to comply
with all Federal and State regulations and laws regarding the protection of confidential records,
materials and information, including, but not limited to the safeguarding of Federal Tax
Information (FTI). The implementation of this policy will ensure proper compliance with IRS
Publication 1075, 5.0 - Restricting Access IRC 6103 (p) (4) (C), by instituting procedures as they
relate to the completion of suitability background investigations of all prospective employees
whose job duties and responsibilities will involve access to Federal Tax Information (FTI).

Purpose: This policy will document the procedures for determining suitability of prospective
employees (as well as current employees transferring from other titles/work units) applying for
employment (or reassignment) in positions involving access to FTI.

Background: The IRS issued directions regarding employee background investigation
requirements to ensure proper safeguarding of FTI (IRS Publication 1075 — Effective September
30, 2016). These directions require a background investigation for all state and local; current and
prospective employees, contractors, and subcontractors with access to FTI. Background
investigations are also required for all information technology (IT) employees, contractors or
subcontractors with access to systems containing FTI. It is the RCDSS responsibility to ensure
that all individuals within the Agency, at all locations, including contractors and subcontractors,
comply with the requirements detailed in IRS Publication 1075.

I. Definitions:

Federal Tax Information (FTI): FTI includes Federal tax returns or return information that is
received directly from the IRS, or that is obtained through an authorized secondary source, such
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as the Federal Office of Child Support Enforcement. FTI includes any information that is derived
from the Federal return or return information received from the IRS or obtained through a
secondary source. Tax returns or return information provided to the Department directly by the
taxpayer/representative are NOT considered FTI.

Il. Potential Positions Effected: All new hires/reassignments to the following titles/functions
must submit to the background investigation requirements outlined in IRS Publication 1075;
section 5.1.1:

All employees assigned to the RCDSS Child Support Enforcement Unit, including, but not
limited to: (See Appendix 1A)

e Child Support Supervisor

Support Investigators | & 11

Sr. Account Clerk

Account Clerk

Clerk/Typist

Asst. County Attorneys with the Family Law Division
Information Technology staff

I11. Procedure for Prospective Employees, Contractors and/or Sub-Contractors:

When prospective employees are being considered for employment within the Child Support
Enforcement Unit as outlined above, the following procedures shall be followed:

During the interview, the Rockland County Department of Social Services’ Personnel Unit:

e Shall include the requirement to submit to fingerprinting and a
local law enforcement background check on any exam announcement offered for a
position within CSEU.
e Shall notify the interview candidate of the requirement to submit to a background check
upon hire. This background check shall include:
= Submission to a local law enforcement background check for all localities in which
the new employee has resided, worked or attended school for the past five (5) years
prior to employment. An advisement will be given verbally and in writing to
applicants that a criminal record does not necessarily disqualify them from
employment or from access to FTI, and that an individualized determination will
be made as to how any conviction would impact their suitability to handle FTI. No
applicant or employment will be denied unless a direct relationship between
criminal offenses and specific employment can be established and that the granting
of employment and access to FTI would involve an unreasonable risk to
confidential information, including but not limited to, data defined as FT1I.
= Submission to FBI fingerprinting, and an advisement that a Criminal History
Record Information check will be conducted.
= Submission of new employee information through the e-Verify system to verify
that the employee may be legally hired within the United States.
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At the interview: The RCDSS responsible staff will:

e Provide the candidate with the background check packet (Attachment 1), and explain the
background check process, notifications, and the option to appeal any result that may
preclude him/her from employment within the Child Support Unit.

e Obtain from the applicant and immediately forward to the Rockland County Department
of Personnel:

o Theapplicant’s signed release of information, consenting to the back-ground check.
(See Attachment 2)

o The form listing all addresses at which the applicant has resided, worked or
attended school during the past five years. (See Attachment 3)

Upon the nomination to hire and the applicant’s acceptance of the offer which is contingent
upon the background check:

The Rockland County Department of Personnel/RCDSS will:
e Provide instructions for the applicant to submit to FBI fingerprinting. (See Attachment 4)

e Once the completed form listing all the addresses the applicant has resided in for the last
five years is received from the applicant, the authorization shall be forwarded to the local
law enforcement agency in each town, city, or county where the applicant has lived to
request any information about any identifiable arrests. It will be requested that any response
from the local law enforcement agencies be returned within 10 business days. Any local
law enforcement agency that responds with any record of arrest must be contacted for
details.

Once reports are received from background checks:
The Rockland County Department of Personnel will review reports, and:

e If no record of conviction is uncovered, will notify the Child Support Coordinator and
contact the candidate to formally offer the position. Send a letter indicating determination
of suitability to access FTI.

e |If there is a record of conviction, the RCDSS Personnel Administrator will review and
determine suitability for access to FT1. The RCDSS Personnel Administrator will consider
the factors set forth in NYS Correction Law Article 23-a, (as listed in Attachment 5), in
formulating the determination of suitability.

e The written criterion for formulating the determination will include, but not be limited to
the factors stated in NY'S Correction Law Article 23 a. In making a determination relating
to an applicant’s suitability for access to FTI, the following factors shall be considered:
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The public policy of NY State, as expressed in Correction Law Article 23 a, to encourage
employment of a person previously convicted of one or more criminal offenses.

1. The specific job duties related to the access of FTI by the applicant.

2. The bearing, if any, of the criminal offenses or offenses for which the applicant was

previously convicted will have on his/her fitness and trustworthiness to access and

safeguard confidential information, including FT1, and the potential risk of misuse of such

information. Particular consideration will be given to criminal offenses that involve

larceny, theft, forgery, fraud, false written statements, burglary, offenses involving

computers, offenses against the right to privacy. Conviction of one or more of these

criminal offenses will not be immediately disqualifying, but careful consideration of such

criminal convictions will be considered on a case by case basis. If, after careful

consideration, the nature of such criminal offenses is directly related to the duties of each

potential applicant and their ability to safeguard FTI and such employment would create

an unreasonable risk to property, then the applicant will be disqualified.

The time which has elapsed since the occurrence of the criminal offense or offenses.

The age of the applicant at the time of the occurrence of the criminal offense or offenses.

The seriousness of the offense or offenses, including, but not limited to the above

referenced offenses.

6. Any information produced by the applicant, or produced on his/her behalf, in regard to
rehabilitation and good conduct.

7. The legitimate interest of the district in safeguarding confidential information, including
but not limited to FTI.

ok w

The Process if the Candidate is Determined Unsuitable to Access FTI:

e If the candidate is determined unsuitable to access FTI, the Commissioner of Personnel
will issue a written statement to the candidate, within 30 days of the request, specifically
designating any reason for finding the applicant unsuitable, and providing instruction re:
the process for filing a challenge to/administrative review of the decision.

e The record of the written determination will be kept as a confidential record for a period
of ten years, or until the employee no longer has access to FTI, whichever is sooner. All
records will be marked as confidential and will be maintained in a separate file.

e Areinvestigation will be conducted within 10 years of the previous investigation to ensure
current employees’ continued suitability for safeguarding FTI.

After hiring:

The Rockland County Department of Personnel will:
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e At “New Employee Orientation”, have the new employee complete the USCIS 1-9 form
(see Attachment 6) and retain a copy for the employee’s DSS personnel file. This form
cannot be completed prior to the applicant accepting a job offer.

e Within 3 days of completion of the 1-9, submit the request for verification of eligibility
for employment through e-Verify.

e Document any employee with expiring employment eligibility and monitor the
individual for continued compliance.

e Issue a written notification to the employee when e-Verify reports validate the employee’s
eligibility to legally work in the United States.

e Attach a copy of any Final Notice from e-Verify to the subject employee’s 1-9, close the
case and log its completion in the local tracking log.

e Notify the Deputy Commissioner, Rockland County Department of Personnel, of any
Tentative Non-Confirmation Notice (TNC) from e-Verify that requires further action by
the employee.

The Rockland County Personnel Department will:

e Review the TNC notice from e-Verify, then privately discuss the e-Verify “Further Action
Notice” (Attachments 7DHS and 7SSA) with the employee. The TNC notice indicates that
the information provided by DSS, based on the employee’s completed 1-9 form, does not
match the records of the Department of Homeland Security and/or the Social Security
Administration. The employee must indicate whether or not he/she wishes to contest the
non-confirmation and sign the notice. A copy of the signed Further Action Notice is given
to the employee.

e If the employee chooses to contest the non-confirmation, the Deputy Commissioner,
Rockland County Department of Personnel, also issues a Referral Date Confirmation
notice (Attachments 8DHS and 8SSA), which gives the employee instruction with regard
to the to be taken within the next 8 Federal business days to resolve the TNC. The
employee’s decision to contest is logged on e-Verify, and no further action is taken until a
new notice is received from e-Verify.

e |fthe employee chooses not to contest the non-confirmation, he/she will be unable to access
FTI in their employment role, and as a result, their employment may be lawfully
terminated.

IVV. Procedure for Current Employees, Contractors and Subcontractors:

The law currently does not allow for background checks/fingerprinting for current employees,
unless current employees are seeking re-assignment to RCDSS CSEU. ltis anticipated that current
employees will be subject to the very same policies and procedures regarding FBI fingerprinting,
background checks and e-Verify, in determining each current employees’ suitability to work for
RCDSS CSEU and for safeguarding FTI once legislation is enacted requiring such background
checks/fingerprinting. Upon nomination of a “transferred” employee, the RCDSS Personnel
Administrator shall have Section 3 of the 1-9 complete and transmit to the Rockland County
Department of Personnel for appropriate action.
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V. Periodic Re-investigation:

All employees that are required to submit to background checks as detailed above must re-submit
to the background check within 10 years from the date of the previous background investigation.
The Rockland County Department of Personnel will retain records and track the dates of all
background investigations for employees, contractors and subcontractors, and will schedule
reinvestigations within each 10-year timeframe.

V1. Requests for Administrative Review of Determination

Should a candidate wish to contest the determination of their suitability for access to FTI, he/she
must submit in writing a request for administrative review of the determination. In the request,
he/she should indicate his/her reasons for contesting the decision and contact information. This
request is to be submitted to the Commissioner of Personnel.

When a request for administrative review is received by the Office of the Commissioner of
Personnel, all records used in making and documenting the decision will be provided for the
Commissioner’s review. The Commissioner will conduct a review and issue a letter to the
complainant either upholding or reversing the determination. If the determination is reversed, the
complainant will be restored to the list of potential candidates for hire and will not be required to
resubmit to the background check to be considered for a new vacancy within the life of the current
civil service list.

VII. Records Retention

All records containing background screening information and determination of suitability for
access to FTI will be retained in a separate confidential file within the DSS Personnel office and
labeled as such. These records must be retained for a period of 10 years, or until the subject
employee, contractor or sub-contractor no longer has access to FTI, whichever is sooner.

The Rockland County Department of Personnel will maintain a spreadsheet of all employees,
contractors and subcontractors for whom a background check was submitted and the final
determination was received. This spreadsheet will remain strictly confidential, maintained in a
folder only accessible by the Rockland County Department of Personnel.
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END OF POLICY
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Index of Attachments

Attachment 1 MEMO to Candidates from RC Dept. of Personnel
Attachment 1A Memorandum for the Record, from Personnel Coordinator
Attachment 1B Supervisor Instructions for Fingerprinting

Attachment 2 Applicant Consent Form

Attachment 3 Candidate Address History

Attachment 4 Letter to Candidate — Fingerprinting Instructions
Attachment 5 Letter to Candidate — Background Check Results
Attachment 6 Employment Eligibility Verification

Attachment 7 DHS Further Action Notice

Attachment 7 SSA DHS Further Action Notice

Attachment 8 DHS Referral Date Confirmation

Attachment 8 SSA Referral Date Confirmation

Attachment 9 E-Verify Flyer

Attachment 10 OTDA 18-LCM-02 Questions and Answers RE: 17-ADM-08
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Attachment 1
MEMO
To: Candidates interviewed for hire in the Child Support Enforcement Unit
From: Rockland County Department of Personnel
Re: Criminal Background Check Requirements for Employees with Access to Federal

Tax Information (FTI)

The position that you have made application for involves duties that require the review and
handling of Federal Tax Information (FT1) that requires specific safeguarding to ensure
confidentiality.

Effective September 30, 2016, the Internal Revenue Service issued a new mandate for employee
background investigations to ensure proper safeguarding of FT1 as required by Internal Revenue Code
(IRC) § 6103(p)(4). FTI includes federal tax returns or return information received directly from the
IRS or obtained through an authorized secondary source, such as the Federal Office of Child Support
Enforcement. As an agency that receives and possesses FTI, the Rockland County Department of
Social Services has the responsibility to ensure that all locations and individuals within the agency,
including consolidated data centers and contractors, comply with the safeguard rules outlined in IRS
Publication 1075. The employee background investigation requirement, described in IRS Publication
1075, Section 5.1, applies to all State and local current and prospective employees, contractors, and
subcontractors with access to FTI.

Employee background investigations for any applicant whose job duties require access to FTI shall
include the following (upon selection as the successful interview candidate):

e FBI Fingerprinting (FD-258) and review of criminal history record information. You will be
given instructions on how to schedule your appointment for FBI fingerprinting upon selection
as the successful interview candidate.

e Check of local law enforcement agencies where the individual has lived, worked and/or
attended school within the last 5 years, and if applicable, the appropriate agency for any
identified arrests

e Validation, upon hire, of the individual’s eligibility to legally work in the US, using the US
Citizenship and Immigration Services (USCIS) Form I-9 and e-Verify online data match with
Department of Homeland Security (DHS) and Social Security Administration (SSA) records.

All results of the background check will be kept strictly confidential, and shall only be disclosed to
persons authorized by law. You will be issued written notice re: the results of your background check,
and the resulting determination of your suitability for access to FTI.

Attachments: Consent for fingerprinting/Criminal Background Check (Attachment 2) History of
Addresses form (Attachment 3) e-Verify flyer (Attachment 9) TRS-52 (6/13) (Attachment 2)
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Attachment 1A

<t Rockland County

Ed Day, Rockland County Executive

FROM:

DATE:

SUBJECT:

DEPARTMENT OF PERSONNEL
50 Sanatorium Rd, Bldg. A,
Pomona, New York 10970
Phone: (845) 364-3737 Fax: (845) 364-3738
Email: rcpersonnel@co.rockland.ny.us

Lori Gruebel
Commissioner

MEMORANDUM FOR THE RECORD
LORI HITCHCOCK, Personnel Coordinator (Examinations)
NOVEMBER 30, 2018

Backaround Checks for Positions in the Department of Social Services Child
Support Enforcement Unit

Recent changes in IRS regulations require that a special requirement be added to the job descriptions
of any position within the Child Support Enforcement Unit of the Rockland County Department of
Social Services. This special requirement must also be included on any examination announcement
for positions in the Child Support Enforcement Unit in the Rockland County Department of Social

Services.

The positions have been identified as the following:

Attorney Il

Attorney 11

Auditor (Social Services)
Child Support Unit Supervisor

Clerk

Clerk Typist

Community Services Worker |
Data Entry Operator |

Data Entry Operator Il

MIS Technician (Social Services)
Senior Clerk

Support Investigator |

Support Investigator Il

10

Posted by Admin Policy Team January 2019
[Legal/CSEU] Policy #09-18 FTI Background Investigations



Policy #09-18, Background Investigations for Staff with Access to FTI
Policy Attachments

Page 2

For the above referenced positions — the following wording should be added to the job specifications
and, will be indicated on any future examination announcements.

For positions within the Child Support Enforcement Unit at the Rockland County Department
of Social Services:

Special Requirement: Per Internal Revenue Service (IRS) Security Guidelines for Federal,
State and Local Agencies (IRS Publication 1075, Section 5.1.1), employees with access to
Federal Tax Information (FTI) must complete a background check which is favorably
adjudicated. The background check will include FBI fingerprinting; a check of local law
enforcement agencies where the employee has lived, worked and/or attended school within
the last 5 years, and if applicable, of the appropriate agency for any identified results and
verification of citizenship/residency. You will be required to pay for a processing fee for the
fingerprinting. NOTES: (1) A criminal record does not necessarily disqualify you from
employment or access to FT1. An individualized determination will be made as to how any
conviction would impact suitability to handle FTI. (2). Federal guidelines require that a
reinvestigation will be conducted within ten years of the date of the previous background
investigation for each employee requiring access to FTI. NY law does not currently permit
reinvestigation but may be changed at any time to permit reinvestigation pursuant to the
federal guidelines.

Please refer to the FTI Policy posted on the Rockland County Department of Social Services
website for further information.

11
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Attachment 1-B

Supervisor Instructions for Candidate Fingerprinting at an ldemia Enrollment Services
Live Scan Location

1) Provide the applicant with the unique Service Code that identifies your Agency (ORI) and the
reason they are being fingerprinted. All appointments are required to be prescheduled and
require the applicant to provide this unique Service Code.

If you do not know the Service Code assigned to each civil fingerprint reason authorized for
submission by your agency to DCJS, the Service Code can currently be found by one of two
ways:
« Viathe internet by logging into https://uenroll.identogo.com and clicking on
"Don't know your Service Code? Contact your agency or click here." inthe
middle of the screen. Onthe next screen, enter your agency's ORI and select
the appropriate fingerprint reason. Once selected, the associated Service
Code will be returned. (**please note that this method of locating Service
Codes will be eventually be disabled)
Or:
- Your agency's Civil Fingerprint Contact must call the Idemia Customer
Service Call Center at (877) 472-6915 and a representative will assist you
in identifying your Service Code(s).

2) If your agency has customized scheduling screens or has any specific data fields set as
mandatory (for example; Social Security Number or Agency ID field), it is your agency's
responsibility to ensure that your applicant has been provided with the required information in
order to successfully complete the registration process.

3) Direct the applicant to schedule an appointment for fingerprinting by going to Idemia's
Universal Enrollment website at https://uenroll.identogo.com or by calling the Idemiatoll free
call center at (877) 472-6915. Appointment scheduling via the website is available 24/7/365.
Appointment scheduling via the call center is available 9am-9pm Monday through Saturday.

Ifthe applicant schedules their appointment through the Idemia website, recommend that they
print out the confirmation page and bring it with them to their appointment.

4) The applicant will select the most convenient location to get fingerprinted as part of their
appointment registration (enrollment). During the enrollment process, the applicant will be
asked to enter a Zip Code, City and State or Airport Code at which time a list of fingerprinting
locations and available appointments closest to the entered search criteria will be displayed for
selection.

12
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5) Payment options:

- Personal or business check, government check, certified check, bank check,
money order or credit cards are accepted on-site at the time of the
fingerprinting appointment.

= Pre-purchased NCAC coupons (voucher codes) may be used at the time of
enrollment or on-site. Agencies that desire to set up an account for payment
must enter a credit-card backed account in order to obtain NCAC coupon
codes for use. To set up an account arrangement, contact Idemia at (877)
472- 6915.

(**Please note that cash is not accepted as a form of payment at any fingerprinting location).

The fingerprinting fee will be comprised of the total fingerprint search fee(s) plus the Idemia
vendor fee. The total fee is made to IDEMIA.

The DCJS fingerprint search fee remains at $75.00

The FBI fingerprint search fee is $12.00 if your agency is authorized to submit an FBI
card for a particular job/license type and an FBI fee is required.

The FBI fingerprint search fee continues to be waived for criminal justice employment.
The ldemia vendor fee is $12.00 as of December 31, 2018.

6) The applicant will go to the fingerprinting location and bring an acceptable photo
identification document. When they schedule their appointment, they will be given the
options of what forms of identification are considered acceptable. Such options include
driver's license, US Passport, Permanent Resident Card, etc. If they did not already pay
on-line when they scheduled their appointment, they will also need to bring their payment
to the fingerprinting appointment.

7) At the fingerprinting location, the photo identification document will be reviewed,
fingerprints rolled, and photo taken. Once the applicant has been fingerprinted, Idemia
launches the fingerprint transaction and photo to DCJS for processing.

8) The applicant will be provided two receipts indicating the applicant’'s name, fingerprinting
site, location, date and time, fee paid and reason for fingerprinting. You may choose to
request that the applicant provide one of those receipts to your agency and retain the other
copy for their records.

13
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9) Upon completion of the DCJS fingerprint search process, the DCJS response will be
delivered electronically to your eJustice Civil in Box. The FBI print (if authorized for FBI
search) will then be launched from DCJS to the FBI electronically (the FBI will not search
their files until the state completes their search process). Upon completion, the FBI response
will be delivered electronically to your eJustice Civil in Box. Typically, electronic fingerprint
responses are delivered in a 24-72-hour timeframe.

10) Should either DCJS or the FBI reject a transaction due to image quality reasons, Idemia will
contact the applicant and advise him/her that they must schedule an appointment for
reprinting. There is no additional cost that will be charged for reprinting. There will be a
small percentage of the population (3-5%) that have difficulties in providing a good set of
prints due to the quality of their skin/fingerprint ridges and may require reprinting. Inthe
case of FBI rejections, the FBI will require two fingerprint submissions before they will
consider conducting a name search. Should your agency receive two FBI rejections for an
applicant, a name search request can be made directly to the FBI through the submission of
a CJIS Name Check Request Form. Name search requests to the FBI must be made within
90 days of the last FBI rejection. To obtain a CJIS Name Check Request Form, you can go
to www.fbi.gov, click on 'Services, then click on 'Fingerprints and other Biometrics' and
finally, click on 'Name Checks for Fingerprint Submissions'.

14
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Social Services District Name:
Rockland County Department of

Social Services, Child Support Unit :
District Address- Applicant Consent Form for

Dr. Robert L. Yeager Health Ctr. Fingerprinting for Criminal
50 Sanatorium Rd, Building C Background Check (CBC)
Pomona, NY 10970

Part 1. Applicant Information (Please Print)

MI: Click or
Last Name: Click or tap here to enter text. First Name: Click or tap here to enter text. tap here to
enter text.

Social Security Number:

Date of Birth: Click or tap here to enter text. Click or tap here to enter text.

Applicant address:

Click or tap here to enter text. Applicant type: Click or tap here to enter text.

Social Services District: Rockland County Department of Social Services, Child Support Unit

Part 2. Attestation

1. I have been advised that as part of the application process, the law requires the Social Services District listed above
to request a criminal history information check with the NYS Division of Criminal Justice Services (DCJS) and the
Federal Bureau of Investigation (FBI) and authorizes the Social Services District for which | seek to be employed or be
a contractor or subcontractor, to review and evaluate the results of the criminal history information check received by
DCJS and FBI. A conviction for certain crimes may make me ineligible for employment.

2. 1 consent to having my fingerprints taken and submitted for the purpose of a criminal history information check to DCJS
and the FBI.

3. | have been advised that procedures exist for me to obtain, review and, if necessary, seek correction of my criminal
history information pursuant to regulations established by DCJS in 9 NYCRR Part 6050, and the FBI, as applicable.

4. 1 have been advised that | have the right to withdraw my application for employment or to serve as a contractor or
subcontractor without prejudice, any time before employment or service as a contractor or subcontractor is offered or
declined, regardless of whether the authorized person of the facility or provider agency has reviewed the summary of
any criminal history information.

5. | have been advised that the results of the criminal history information check forwarded by DCJS and the FBI shall be
confidential pursuant to the applicable federal and state laws, rules and regulations, and shall only be disclosed to
persons authorized by law. Criminal history information will be considered pursuant to Article 23-A of the NYS
Correction Law in making hiring determinations.

6. | affirm that the fingerprints submitted will be my own and that the information | have provided is true, complete and
accurate.

7. | certify to the best of my knowledge that I: (check as appropriate)

have been convicted of a crime in New York State or any other jurisdiction.
have pending arrest charges.

If checked, provide details:

Applicant Signature Date:
Signature Parent/ Date:

Guardian if

Applicant under 18

years

Part 3 Social Services District Authorized Person Information

Name: Title:

Signature: Email:

15
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Attachment 3

Effective September 30, 2016, the Internal Revenue Service issued a new mandate for employee
background investigations to ensure proper safeguarding of FT1 as required by Internal Revenue Code
(IRC) 8 6103(p)(4). As part of the required background check for all State and local current and
prospective employees, contractors, and subcontractors with access to FTI, the Department must run a
check of local law enforcement agencies where the individual has lived, worked and/or attended school
within the last 5 years, and if applicable, the appropriate agency for any identified arrests.

To facilitate the local law enforcement check, please complete the following form indicated all addresses
where you have lived, worked and/or attended school within the past 5 years:

Residence, work site, and/or

Dates Address
school enrollment

(] Residence
1 Work site
1 School

[] Residence
1 Work site
1 School

[] Residence
1 Work site
1 School

L] Residence
1 Work site
1 School

L] Residence
1 Work site
1 School

| understand the requirement and consent to the use of the information | have provided above to conduct a
check for criminal history with law enforcement agencies in the localities where | have lived, worked or
attended school in the past 5 years. | understand that a criminal record does not necessarily disqualify me
from employment or from access to FTI. An individualized determination will be made as to how any
conviction would impact my suitability to handle FTI.

Signature of Candidate Date
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Attachment 4

<% Rockland County

Ed Day, Rockland County Executive

DEPARTMENT OF SOCIAL SERVICES
Dr. Robert L. Yeager Health Center
50 Sanatorium Rd, Building L
Pomona, New York 10970
Phone: (845) 364-2000 Fax: (845) 364-3109

Joan Silvestri
Commissioner

February XX, 2018

Candidate Name
Address
City, State Zip

Re:  Federal Bureau of Investigation Fingerprinting
Dear Candidate:

You recently interviewed for a <TITLE> position within the Rockland County Department of Social
Services Child Support Unit. At that time, you were given information about a required background
check for all prospective employees whose job duties will include access to Federal Tax Information
(FTI). As part of the required background check. you must contact the agency below to schedule your
appointment for FBI fingerprinting by <DEADLINE DATE.>

NAME OF AGENCY
ADDRESS

CITY, STATE ZIP
TELEPHONE NUMBER:

Once we receive all reports from your background investigation, we will notify you verbally and in
writing regarding the determination of your suitability for access to Federal Tax Information (FTI),
and the resulting impact on your potential employment within the Child Support Unit. In the written
notice, you will also be given information regarding your option to contest or request an
administrative review of the decision, and the appropriate contact information to initiate that request.

If you have questions or concerns about your fingerprinting appointment, please contact <TO BE
DETERMINED>.
Sincerely,

<To Be Determined>
<Title
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Attachment 5

< Rockland County

Ed Day. Rockland County Executive

DEPARTMENT OF SOCIAL SERVICES
Dr. Robert L. Yeager Health Center
50 Sanatorium Rd, Building L
Pomona, New York 10970
Phone: (845) 364-2000 Fax: (845) 364-3109

Joan Silvestri
Commissioner

February XX, 2018

Candidate Name

Address

City, State Zip

Redetermination of Suitability for Access to FTI

Dear Candidate:

The results of your criminal background check have been reviewed and the following summarizes the
findings:

FBI Fingerprinting:

Local Law Enforcement Criminal History check:

After reviewing these reports, | have made the following determination:

[ Candidate’s background check revealed no criminal history, therefore the candidate has been
determined suitable for access to Federal Tax Information (FTI). Candidate is eligible for hire
in the Child Support Unit, pending validation of eligibility to legally work in the United States

U] Criminal history revealed in the Candidate’s background check has been considered and it has been
determined that the nature of the offenses reported does not constitute a risk of misuse of
confidential information, therefore the Candidate is suitable for access to FTI. Candidate is
eligible for hire in the Child Support Unit, pending validation of eligibility to legally work in the
United States.
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[ Criminal history revealed in the Candidate’s background check has been considered and it has been
determined that the nature of the offenses reported constitutes a risk of misuse of confidential
information. The Candidate has been determined unsuitable for access to FTI, therefore is not
eligible for hire in the Child Support Unit.

The following factors were considered in making this determination:

[0 | The public policy of NY, as expressed in Correction Law Article 23-a, to encourage the licensure
and employment of persons previously convicted of one or more criminal offenses.

[0 | The specific job duties and responsibilities necessarily related to the access to FTI by the candidate

OJ

The bearing, if any, the criminal offense(s) for which the candidate was previously convicted will
have on his/her fitness and trustworthiness to access and safeguard confidential information,
including FTI, and the potential risk of misuse of such information.

The time that has elapsed since the occurrence of the criminal offense(s)

The age of the candidate at the time of occurrence of the criminal offense(s)

The seriousness of the offense(s)

o o g o

Any information produced by the candidate, or produced on his/her behalf, in regard to
rehabilitation and good conduct

[0 | The legitimate interest of the district in safeguarding confidential information, including FTI.

Comments:

If you disagree with the determination indicated above, you may contest the determination by requesting in
writing an administrative review, and redetermination. Please send your request in writing, indicating your
reasons for disagreeing with the determination to:

Ms. Joan Silvestri

Commissioner

Rockland County Department of Social Services
50 Sanatorium Road, Building L

Pomona, NY 10970

Please also include your contact information and the best time to reach you.
If you have any questions, please contact <TO BE DETERMINED>.

Sincerely,

<To Be Determined>
<Title>
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Attachment 6
Employment Eligibility Verification USCIs
Department of Homeland Securiry com e 115006
U.S. Citizenship and Immigration Services Expires 08312019

» START HERE: Read instructions carefully before completing this form. The instructions must be available. either in paper or electronically,
during completion of this form. Employers are liable for emmors in the completion of this form.

ANTIHDISCRIMINATION NOTICE: Itis illegal to discriminate against work-authorzed ndiiduals. Employers CANNOT specify which
document(s) an employes may present to establish employment authorization and identity. The refusal to hire or continue to employ
an individual because the documentation presented has a future expiration date may also constitute llegal discrimination.

1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form -3 no later

the first day of employment, but not before accepling a job offer.)
Last Mame (Family Name)

First Mame [Given Nams) Middie Inital Orther Last Mames Used (i any)

Address (Street Number and Name)

Apt. Humber | City or Town State ZIF Code

Date of Birth {mmadSyyy) .5, Social Security Mumber Employes’s E-mail Address

[LLI-[TI-[TTT1 o

| am aware that federal law provides for imprisonment andior fines for false statements or use of false documents in
connection with the completion of this form.

| attest, under penalty of perjury, that | am (check one of the following boxes):
[] 1. & citizen of the United States

[] 2. A noncitizen national of the United States [See instructions)

|:| A A lawful permanent resident  (Alien Regstrabon NumberUSCIS Numiber):

|:| 4. An alien authorized to work  until (expiration date, f applicable, mm/ddSyyy
Some aliens may write “"N/A” in the expiration date Seld. (See nstuctons)

Aliens authonzed fo work must proside onfy one of the following document numbers fo complede Fom F3:

Do Mot et n This Space
An Alien Registration Number/USCIS Number OR Form [-54 Admission Number OR Foreign Passport Number
1. Alien Registration Mumber 13 C1S Mumber:
OR
2 Form |84 Admission Numbser:
OR

3. Foreign Passport Number:
Country of lssuance:

Signature of Employee

Today's Date (mmvddiyyyy)

[Preparer andior Translator Certification (check one):
[[] 1 éid not use a preparer or translator. [ ] A preparer(s) andor fransisior(s) assist=d fhe employee in compisting Secton 1.
(Fieldz below musat be completed and signed when preparers andior tranzlators azsist an employee in completing Section 1.)

| attest, under penalty of perjury, that | have assisted in the completion of Section 1 of this form and that to the best of my
knowledge the information is true and correct.

Signature of Preparer or Transl ator Today's Date {mmicd'yyyy)
Last Name (Family Name) First Name [Given Name)
Address (Sireef Number and Name) City or Town State ZIF Code

@  Erpioyer Completes Next Page B

Form I-@ OW17/1T N Page 1 of 3
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Employment Eligibility Verification USCIS
. e Form I-9
Department of Homeland Security OME Ko 16150057

US. Citizenship and Immvigration Services Expires 083172018

Section 2. Employer or Authorized Representative Review and Verification

(Empioyers or their suthonized representative must complete and sign Secfion 2 within 3 business days of the employee’s firsf day of employment. You
must physically examine one document from List A OR 3 combination of one document from List B and one document from List C as lsted on the “Lists
of Accepfable Documents.

Employee Info from Section 1 Last Name (Family Name) First Name {Given Name) M.l | Citzenship/lmmigration Status
List A OR List B AND List C
Identity and Employment Authorization Identity Employment Authorization
Document Title Document Title Document Title
Is=uing Authority Is=uing Authaority Issuing Authority
Document Number Drocument Number Document Mumber
Expiration Date (I any){mm'ddyyyy) Expiration Date (I any){mmdddyyyy) Expration Date (if any) fmm/ddiyyy)
Drecument Title
Issuing Authority Additional Information & Ouide — erlins 2 B 3

Do Mot Wrie: In This Space

Document Number

Expiration Date (I any){mmddyyyy)

Drocument Title

Issuing Authority

Drecument Nurmber

Expiration Date (i any){mm/ddyyyy)

Certification: | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named employee,
(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the
employee is authorized to work in the United States.

The employee's first day of employment (mmidd/yyyyl: (See instructions for exempfions)

Signature of Employer or Authorized Representative Teday's Date fmmddyyyy) Title of Employer or Authorzed Representative

Last Name of Employer or Authorized Representative | First Name of Employer or Authorized Representative | Employer’s Business or Organization Mame

Employer's Business or Organization Address (Street Mumber and Mame) | City or Town State ZIP Code

Section 3. Reverification and Rehires (Te be complefed and signed by employer or authorized representative.)
A_ New Name (if applicable) B. Date of Rehire [if applicable)
Last Mame {Family Mame) First Mame [ Given Name) Middle Initial Diate (mmiddfyyy)

C. lf the employee's previous grant of employment authorization has expired, prowide the information for the document or receipt that establishes
continuing employment authorization in the space provided below.

Document Tite Docasment Mumber Expiation Date (if amy) mm'ddirny)

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if
the employee presented document(s), the document({s) | have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative Today's Date [mm/ddyyyy) Name of Employer or Authorized Representative

Form I-9 Q71717 M Page2 of 3
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LISTS OF ACCEPTABLE DOCUMENTS

All documents must be UNEXPIRED

Employees may present one selection from List A
or a combination of one selection from List B and one selection from List C.

LISTA

Documents that Establish
Both Identity and

Employment Authorization  OR

LISTB

Documents that Establish
Identity

LUSTC

Documents that Establish
Employment Authorization

U.S. Passportor U.S. Passport Card

2.

Permanent Resident Card or Alien

Registration Receipt Card (Form I-5581)|

Foreign passport that contains a
temporary 1-551 stamp or temporary
I1-551 printed notation on a machine-
readable immigrant visa

Dnver's icense or ID card issued by a
State or outlying possession of the
United States provided it contains a
photograph or information such as
name, date of birth, gender, height, eye
color, and address

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

1.

A Social Security Account Number
card, unless the card includes one of
the following restrictions:

(1) NOT VALID FOR EMPLOYMENT

(2) VALID FOR WORK ONLY WITH

For a nonimmigrant alien authorized

to work for a specific employer

because of his or her status:

a. Foreign passport; and

b. Form -84 or Form 1-84A that has
the following:

(1) The same name as the passport]

and

(2) An endorsement of the alien's
nonimmigrant status as long as
that period of endorsement has
not yet expired and the
proposed employment is not in
conflict with any restrictions or

limitations identified on the form.|

F - L
Passport from the Federated States of | 10. S record or report card

[11.

Micronesia (FSM) or the Republic of
the Marshall Islands (RMI) with Form
1-84 or Form |-84A indicating
nonimmigrant admission under the
Compact of Free Association Between
the United States and the FSM or RMI

Clinic, doctor, or hospital record

5 12. Day-care or nursery school record

E INS AUTHORIZATION

42 'D“""s:':e‘“”'.“’m"”f"“m {3) VALID FOR WORK ONLY WITH
R e DHS AUTHORIZATION
provided it contains a photograph or _ = o
information such as name, date of birth,| 2. Cenification of report of birth issued
gender, height, eye color. and address by the Deparntment of State (Forms

2 DS-1350, FS-545, FS-240)

|3. School ID card with a aph

4 i 3. Ongmal or certified copy of birth

|4. Voter's registration card certificate issued by a State,

3 R county, municipal authonty, or

'|5. U.S. Military card or draft record termitory of the United States

|6. Military dependent's ID card bearing an official seal

[7. U.S. Coast Guard Merchant Mariner | 4- Native American tribal document

j 5. U.S.Citizen ID Card (Form I-187)

;;8. Native American tribal document & Ideniication Card for Use of

19. Driver's icense issued by a Canadian Resident Citizen in the United
government authority States (Form 1-179)

For persons under age 18 who are | 7. Employment authorization
unable to present a document document issued by the
listed above: Department of Homeland Security

Examples of many of these documents appear in Part 13 of the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.

FormI-9 071717 N
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Attachment 7DHS

E-Verify &%

Further Action Notice
U.S Department of Homeland Security Tentative Nonconfirmation (DHS TNC)

Employas s Last Mams, Firsf Hame Lapt Four Digie of Employes's Social Security Numbsr
Employess A-Humber Employes's Document Humber
Dabe of DHS Tantatkye Monconflmmation Case Varilcation Humbsr

Reason for thia Motice:

EMPLOYER INSTRUCTIONS:

1. Review this Further Action Motice in private with the employes as soon as possibla.
IMPORTANT: If the employee does not speak English as his or her primary language or has a Emited

ability to read or understand the English language, also provide the employee with a translated version

of this Further Action Motice. Transleted wersions are available in the “View Essential Resources’
section of E-\erify. If the amployee cannot read this document for some other resson, provide the
information n an altermatoe format.

2. Check that all of the information at the top of this Further Action Motice is corect. If this information is
incorrect, close this case in E-\erify and create a new case with the correct information.

3. Ask the employee to indicate whether he or sha will contest the DHS Tentative Monconfirmation {DHS
THEC) by signing and dating Page 2 of this Further Action Motice, and then sign and date below as the
armployer.

4. Give the employes a copy of the signed Further Action Motice in English (and a translated wersion, if
appropriate) and attach the criginal to the employee’'s Form |-8.

5. Log im to E-Venfy and search for this case using the mformation above. Follow the mstructions in
E-Verify to refer the case to DHS if the employese contests the THC, or closa the case if the employes
does not contest the OHS THG. If the employee chooses not to contest the DHE THC, you may
terminate his or her employment and close the case in E-Verify.

IMPORTANT: If the employese contests the DHE THC, refer the case to DHS, print the Refarral Data

Caonfirmation from E-Venfy, provide it to the employes, and nstruct the employes to contact DHS within

& Federal Government working days as specified in the Raferral Date Confirmation.
Far Photo Mismatch OMLY

Complete this Further Action Motice and send & copy of it with 8 copy of the employee’s photo doecument to

OHS. E#her attach and submit a digital copy of the photo document in E-\erify or send & paper copy to
OHS wvia an express shipping carrier of your choice, Do MOT send the copies throwgh regular United
States Fostal Service mail.

|_Expraas Snippang Garrier A0dres s Aftach and Submit Eleotronicaily
.5 Dapartmart of Homeland Saourty= USCIS Makn a digital copy af the ampiogas’s pholo documant {e.g
10 Faursair Plaza, Jrd Floor with a scarrar ar a camara} ard sava | o your compdar
Bulfako, MY 14202 Theen allas ik ard submil ke copy in E-Veily
Atire Siadus Werilcatan Cdfice - Phole Malching

Employer Signature and Date

| hava notfind ihs amployss of the DHE Tedalwe Honconfrmalon and pravided the amployes with a copy of this Furthar Aclan Batios.

Employar's Hame Employar Representative's Hame
e b Employsr Repressntative's Signature
Page 1 of 3| Fusther Action Molics - DHES TNG | Revision Dabs 077141
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E-Verify ¥ ®

EMPLOYEE INSTRUCTIONS:

Why you received this Further Action Motice

Wour employer participates in E-\erify, 8 program managed by the U S, Department of Homeland Security
[(OHE) and the Social Security Administration (S5A). E-Venfy compares the information you provided on
Form -8, Employment Elgibility Verification, with records available to DHE to verify that you are authorized
to work in the United States.

Wou received this Further Action Motice from your employer because E-Verify provided a result of DHS
Tentative Monconfirmation (OHS THC). A DHS THC means thai the information entered into E-'Verify by
your employer does not match records available to DHS. A DHE THC does not necessarily mean that you
gave incorrect information to your employer or thet you are not authorized to work in the United Stafes,

Vigit the For Employees pages af www.dhs.gowE-\Verify to leam the reasons you may have received a
DHS THC.

What you should do:

1. Check that the information on Fage 1 of this Further Action Mofice is correct. |f it is not comect, provide
the comect information to your employer. Your employer should close this E-Verify case and use the
comected information to create a new case.

2. Decide if you will contest (take action fo rescive) the DHE THC and inform your employer of your
decision.

IMPORTAMT: If vou decide not to contest the DHS THC. your case will become a Final
Momconfirmation, which means that your employer mey terminate your employment.

3. Select your decision to contest or not contest and sign and date this Furither Action Motice below. If
you decide to take action to contest the DHS THC, to begin to resolve the DHE THC, you must contact
DHE within 8 Federal Government working days from the dete your employer refers your case in
E-\erify,

IMPORTAMNT: Review Page 3 of this notice for important mformation about employer responsibilities
and your righis.

Select box, sign and date below:

| choose to; ([check one)
[0 COMTEST ke aclion o maolve (he DHS THC)
D HOT CONTE 8T [nat take acdon o msoba the DHS THE)

Employes’s Signature Dals

What you must do to take action to resolve the DHS THC:

1. Call DHS st BB8-B87-TT81 (TTY: 827-875-6028) within 8 Federal Govermment working days from
the date your employer refers your case to DHE to begin to resalve your case. Wour employer must
give you 8 Referral Date Confirmation, which will tell you the date by which you must contact DHS.

Foreign Students and Exchange Visitors Only: OHS cannot resolve this case if your Student
Exchange Visitor Information System (SEVIS) record is incomect. Before you call DHS, iry to contact
your Designated School COfficial or Responsible Officer and ensure your SEVIS record is commect.

2. Hawe this Further Action Motice when you call DHE, DHE may ask you to provide additional information
or documents to resolve your case. If you neesd assistance in a language other than English, you may
ask the E-Verfy custormer representative for an inferpreter,

NOTE: Since you received a OHS THC from E-Verify, your immigration records could be incormect.
Comecting your immigration records can prevent DHS THCs. Once you successfully resclve a DHS
THE, you may wish to take sdditional action to correct your immigration records. ou may review the
fact shest “How to Correct Wour USCISE Records after Resolving a Tentative Monconfirmation in E-
“erify,” found at http:fwns. uscis. gowe-verifyem ployeeshow-correct-your-immigration-records. This
fact shest provides information on several options to cormect your DHS record.

Ta check the status of your case visit myE-Verify at hitps:Vselfcheck uscis gov! SelfCheckUUC aseTracker,

Pape 2 of 3 | Furiher Actian Mobice - DHS THC | Raviaion Dale D740
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E Verify 8w

KNOW YOUR RIGHT S

This page provides important infermation about employer responsibilities and your rights.

# Employers must promiptly nofify you, in private, of a Tentative Monconfirmation {THGC).

# Employers must allow you to contest a THC and may not take adwverse action against you because of
the THNC whila you are contesting the THC and your E-Verify case is pending.

* Wou have 8 Federal Government working days to wisit an S54 field office or contact DHS fo contest
the THC from the date the employer refars the casea in E-\Verify.

+ Employers must not diseciminate against you bacause of your citizenship, immigration status, or
national crigin.

# Employers cannot use E-\Verify selectively or to pre-screen job spplicants. E-\Verify must be used for
all new employees regardless of citizenship, immigration status, or naticnal ongin.

+ Employers cannot use E-Verify to varfy axasting employeas, unlass the employer is currently a federal
contractor with the Federal Acquisition Regulation (FAR) E-Venfy Clausa in its federal contract.

* Employers are reguired to clearly display the "'Meotice of E-\erfy Farticipation’ and the "Right to Work’
posters in all languages supplied by DHE.

# Employars may terminate employees because of 8 THC only after receiving a Final Monconfirmation.
or after an employee has decided not to contest a THC.

* Employers may not use E-\Yenfy to reverify axisting employees whosae employment autharizaton has
expired. Instead, employers must complete Section 2 of Form -8, Employment Elgibility Werification,
or complete a new Form |-8.

For More Information
If you hawve guestions about what to do, contact E-\Verify at 828-887-F781 (TTY: E77-B75-8028) or email
E-Venfy@dhs.gov. If you need assistance in a language other than English, you may ask the E-\Venfy

customer representative for an interpreter. For more information on E-Venfy, including our privacy
practices and program rules, visi the E-\Yenfy websie at www dhs. gowE-Vernfy.

Report Violations

If you believe your employar has viclated E-\erify rules. or treated you in an unfair manner, we encourage
you to report it To report misuse of E-\Verify, including privacy violations, and general E-Verify complaints,
contact the E-\erify Employee Hotline at 888-8087-7731 (TTY: EVV-B75-002E) or email E-Verify@dhs.gowv.

To report employment discrmination based wpon your cihizenship, immigration status, or national erigin,
contact the Department of Justice, Cral Rights Dnasion, Office of Special Counsel for Immigraticon-Related
Unfair Employment Practices (OS50 at B0O0-255-7888 (TTYy:800-237-2215). Language interpretation is
available to all callers. For more imformation, wsit O5C's weabsite af wwew justice.govert/abouticse.

Protect Your ldentity

If you want to learm more about identity theft or freud and the simple steps you can take to protect yourself
visit ftc.gowidtheft.

Page 3 0f 3| Furthar Action Mobce - DHES THG | Revision Dabe 0771415
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Attachment 7SSA

E Verify LA

EMPLOYEE INSTRUCTIONS:

Why you received this Further Action Motice

“Wour employer participates in E-\erify, 8 program managed by the U5, Depardment of Homeland Security
[DHE) and the Social Security Administration [S5A). E-Verfy compares the information you provided on
Form |-8, Employrment Eligibility Werfication, with records aveilable to DHS to verify that you are authorized
to work in the United Siates.

Wou received this Further Action Motice fram your employer because E-\Verify provided a result of S54
Tentative Monconfirmation (554 THC), An 554 THC means that the information entered info E-\Verify by
your employer does not match 25A records. An 554 THC does not necessarily mean that you gave
incomect information to your employer or that you are nof authorized to work in the United States, Visit the
For Employees pages at waw dhs gowE-\Verify to leam the reasons you may have received an S5A THC.

What you should do:

1. Check that the information on Page 1 of this Further Action Motice is corect. If it is not comect, provide
the comect information to your employer. Your employer should elose this E-\Verify case and use the
comected information to create a new case.

2. Decide if you will contest (take action fo resclve) the 554 THNC and inform your employer of your
decision.

IMPORTANT: If you decide not to contest the 554 THNC, your case will become a Final
Monconfirmation, which means that your employer may terminate your employmeant.

3. SBelect your decision to contest or not contest and sign and date this Further Action Motice below. If
you decide to take action to contest the S5A THC, to begin to resolve the S5A TRC, you must visit an
554 field office within 8 Federal Government working days from the date vour employer refers your
case in E-\erify.

IMPORTANT: Review Page 3 of this notice for imporant mformation about employer responsibilities
and your righis.

Select box, sign and date below:

| choose to: [check ong)

[0 COMNTEST jake aclion o resshe tha 558 THE)
[0 NOTCONTEST (mat ke acion o msolea tha S54 THE)
Employes’'s Signaiure Dals

What you must do to take action to resolve the S5A THNC:

1. Wisit an S5A field office within 8 Federal Government working days from the date your employer
refers your case to S5A o begin to resalve your case. Your employer must give you a8 Referral Date
Confirmation, which will tell you the date by which you must visit 554,

To locate an S54A field office, visit wenw socialsecurity gowlocator or call 354 at 300-T72-1213 (TTY";
B00-325-0778). If you live in an area where there is 8 Social Security Card Center, you are required o
visit the Card Center,

2. Bring this Further Action Motice when you wvisit the S5A field office. Tell SSA that you are there
because of an E-Verify issue,

3. Bring the following criginal docurmenis to the S54A field office, if you have them. 554 may regquine:
#  Proof of your age; for example, a birth cerificate or passport
#  Proof of your identity; for example, e driver's license or passport

%  Proof of a legal name change: for example, s mamage cedificate, if your current name is not
displayed on your current Social Security number card.

% Proof of U5, citizenship or your work-authorized status:

= |fyou are a Il 5. citizen, for example, a Maturalizetion Cerdificate. U5, public birth cerificate, or
U.5. passport, or

Pags ¥ ol 3 | Furlhar fuclion Bolice - 338 THC | Revision Dale 074145
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E-Verify LA

= |fywou are not a .S, citizen, for example, & Permanent Resident Card (Form 1-5517 or "green
card”), Employment Authorization Document (Form |-758), or Amval-Departure Record (Form I-

B4} showing work-authorized status.
Ta chack the status of your case visit myE-\erify at hitps:iselfcheck uscis gov/ SelfCheckUNC aseTracker.

KNOW YOUR RIGHT 5

This page provides important information about employer responsibilities and your rights.

» Employers must promptly notify you, in private, of a Tentative Nonconfirmation {THC).

» Employers must allow you to contast a8 THNC and may not take adverse action against you because of
the THE while you are contesting the THMC and your E-\Verify case is panding.

* You have & Federal Government working days to visit an S54 field office or contact OHS fo confest
the THC from the date the employer refers the casea in E-\Verify.

» Employers must not discnminate against you because of your citizenship, immigration status or
national arigin.

» Employers cannct use E-\Verify selectively or to pre-screen job applicants. E-Venfy must be used for
all new employaes regardlass of citizenship, immigration status or naticnal orgin.

» Employers cannot use E-\Verify to venfy esasting employess, unless the employer is currently & federal
contractor with the Federal Acquisition Regulation (FAR) E-\Venfy Clausa in its federal contract.

# Employers are required to clearly display the 'Nofice of E-\erfy Farticipation' and the "Right to Work’
posters in all languages supplied by DHE.

# Employers may terminate amployees because of 8 THC only after receiving a Final Monconfirmation,
or after an employee has decided not to contest a TRC.

# Employars may not use E-\enfy to reverify existing employeas whose employment authorization has
expirad. Instead, amployers must complate Secton 2 of Form |-B, Employment Elgibility Verfication,
or complete a naw Form |-8.

For More Information

If you hawe queastions about what to do, contact E-Verify at 888-897-7781 (TTY: B¥7-B875-8028) or email
E-Verifyi@dhs gov. If you need assistance in a language other than English, you may ask the E-\Verify

customer representative for an intargreter. For more information on E-Venfy, including cur privacy
practices and program rules, wvisit tha E-\erfy website at wwew dhs gowE-Verify.

To contact 554, call BOO-772-1213 (TTY: 800-325-0773) or visit 554’ wabsite at waww socialsecunty gow.

Report Violations

If you believe your employer has viclated E-Vernfy rules, or treated you in &n unfar manner, we encourage
you fo report it To report misuse of E-Venfy. including privacy wiolations, and general E-Verify complaints,
contact the E-\Verify Employes Holline at BE2-807-7731 (TTY: BV7-B75-0028) or email E-Verify@dhs. gow.

To report employment discrmination based upon your citizenship. immigration status, or national origin,
contact the Department of Justice, Cinil Rights Dnasion, Office of Special Counsel for Immigration-Related
Unfair Employment Practices (O50C) at BO0-2558-7888 (TTYy:800-237-2515). Language interpretation is
evailable to all callers. For more information, wisit O5C"s websita at www justice. gowertfabout/osc.

Protect Your ldentity

If you want to leam more about identity theft or fraud and the simple steps you can take to protect yvoursalf,
visit fio. gowfidihett.

rage 3 0f 3| Fusthar Adtion Mokce - 354 TNC | Revison Dals 071415
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Attachment 8DHS
E-Verif &%
y . e 1 ”".I

Referral Date Confirmation
U.S Department of Homeland Security Tentative Nonconfirmation (DHS TNC)

E-Verify Case Verification Number:

Employee Name:

Your employer referred your E-Verify case to DHS after you decided to contest (take action to resolve) a
DHS Tentative Nonconfirmation (DHS TNC). This document confirms that your case was referred to DHS.

What you should do

Call DHS within 8 Federal Government working days, by (MM/DDMAYYYY), to begin to
resolve the DHS TMC. If you have not received the DHS TNC Further Action Motice from your employer,
contact your employer immediately to obtain this nofice.

The DHS TMC Further Action Motice includes information about your E-Verify case and which documents
you need when you contact DHS. You must have the DHS TMC Further Action Notice when you contact
DHS.

If you do not take action within 8 Federal Government working days, by (MM/DDMYYYY), a
Final Nonconfirmation will be issued and your employer may terminate your employment. Employers must
allow you to contest a DHS TMC and may not take adverse action against you because of the DHS TNC
while you are contesting the DHS TNC and your E-Verify case is pending.

For More Information

If you have questions about what to do, contact E-Verify at 838-897-7781 (TTY: 877-875-6028) or

email E-Verify@dhs.gov. If you need assistance in a language other than English, you may ask the E-
Verify customer representative for an interpreter. For more information on E-Verify, including our privacy
practices and program rules, visit the E-Verify website at www dhs. gow/E-Verify.
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Attachment 8SSA
E-Verify &%

Referral Date Confirmation
Social Security Administration Tentative Nonconfirmation (SSA TNC)

E-Verify Case Verification Number:

Employee Name:

Your employer referred your E-Verify case to SSA after you decided to contest (take action to resolve) an
SSA Tentative Nonconfirmation (SSA TMC). This document confirms that your case was referred to SSA.

What you should do

Visit an S5A field office within 8 Federal Government working days, by (MBM/DDAYYYY),
to begin to resolve the S3A TNC. If you have not received the 35A TNC Further Action Motice from your
employer, contact your employer immediately to obtain this notice.

The SSA TNC Further Action Motice includes information about your E-Verify case and which documents
you need when you visit SSA. You must have the 554 TNC Further Action Motice when you visit S35A.

If you do not take action within & Federal Government working days, by (MM/DDAYYYY),
a Final Monconfirmation will be issued and your employer may terminate your employment. Employers

must allow you to contest an SSA TNC and may not take adverse action against you because of the
554 TNC while you are contesting the S5A TMNC and your E-Verify case is pending.

For More Information

If you have questions about what to do, contact E-Verify at 888-897-7731 (TTY: 877-875-6028) or

email E-Verify@dhs.gov. If you need assistance in a language other than English, you may ask the E-
Verify customer representative for an interpreter. For more information on E-Verify, including our privacy
practices and program rules, visit the E-Verify website at www.dhs.qgowE-Verify.
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This Organization
Participates in E-Verify

Attachment 9

Esta Organizacion
Participa en E-Verify

This employer participates in E-Venfy and will
provide the federal government with your

Form |-9 information to confirm that you are
authorized to work in the U.5.

If E-Venfy cannot confirm that you are
authonzed to work, this employer is required
to give you written instructions and an
opportunity to contact Department of
Homeland Secunty (DHS) or Social Security
Administration (55A) so you can begin to
resolve the issue before the employer can
take any action against you, including
terminating your employment.

Employers can only use E-Venfy once you
have accepted a job offer and completed the
Form -9,

E-Verify Works for Everyone

For more information on E-Verify, or if
you believe that your employer has
violated its E-Verify responsibilities,
please contact DHS.

Este ampleador participa en E-Verify y proporcionara
al gobiamo fadaral la informacion da su Formulario 1-9
para confirmar que usted asta autorizado para trabajar
an los EE.UU..

81 E-Varify no puedea confirmar que usted asta
autorizado para trabajar, este empleador asta
requearido a darle instrucciones por ascrito y una
oportunidad de contactar al Departamento da
Seguridad Macional (DHS) o a la Administracion dal
Seguro Social (S3A) para que puada empazar a
resolver el problama antas da que al ampleador puada
tomar cualguier accion an su contra, incluyendo la
tarminacitn de su emplao.

Los empleadores s6lo pueden utilizar E-Verify una vez
que usted haya aceptado una oferta de trabajo y
completado el Formularno 1-9.

E-Verify Funciona Para Todos

Para mas informacion sobre E-Verify, o si
usted cree que su empleador ha violado
sus responsabilidades de E-Verify, por

TR Yeritpingn 2

favor contacte a DHS.
888-897-7781
dhs.gov/e-verify
i CamE e u::::nmp-v:
English f Spanish Poster
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Attachment 10
NEWYORK | Office of Temporary
srrorinm | and Disability Assistance
ANDREW M. CUOMO SAMUEL D. ROBERTS BARBARA C. GUINN
Governor Commissioner Executive Deputy Commissioner

Local Commissioners Memorandum
Section 1
Transmittal:  18-LCM-02
To:  Social Services District Commissioners
Issuing | Office of Temporary and Disability Assistance
Division/Office:
Date:  January 16, 2018
Subject:  Questions and Answers Regarding 17-ADM-08 “Background Investigations
of Employees with Access to Federal Tax Information”
Contact  Division of Legal Affairs (518) 474-9502
Person(s):
Attachments: Aftachment 1 - Division of Child Support Services Questions and Answers
regarding 17-ADM-08
Attachment 2 - DCJS Request for Access to Cnminal History Record
Information
Attachment 3 - Checklist: Review of District Policy to Implement Backaround
Checks for Applicants for Jobs Requiring Access to FTI

Attachment Available Online: [

Section 2
. Purpose

This Local Commissioners Memorandum (LCM) provides Social Services Districts
(districts) with supplemental information regarding the recently issued Administrative
Directive, 17-ADM-08, pertaining to applicant background investigations required by IRS
Publication 10735 for positions requiring access to Federal Tax Information (FTI).

Il Background

On September 26, 2017, the Office of Temporary and Disability Assistance (OTDA)
iIssued 17-ADM-08 to advise districts of requirements within revised IRS Publication
1075 regarding background investigations for employment in positions where the job
duties require access to FTI. The ADM provided information and guidance on the
development of policies and procedures to implement those requirements.

OTDA 18-LCM-02
(Rev. 1/2018) 40 North Pearl Street, Albany, NY 12243-0001 |www.otda ny.gov 1
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Attachment 10

Following the issuance of 17-ADM-08, OTDA received a number of questions from local
districts. In response, on October 2, 2017, a telephone conference was jointly
conducted by OTDA’s Division of Legal Affairs and Division of Child Support Services
with district child support personnel to answer the questions received regarding the
contents of the ADM. Additional questions were submitted by district staff during and
after the conference call. The guestions and answers have been compiled. See
Attachment 1. In addition, one of the attachments to the ADM (DCJS Request for
Access to Criminal History Record Information) did not include the citation of law
authorizing the investigation. Attachment 2 includes this citation.

In response to Question No. 9, OTDA agreed to provide a copy of the checklist that will
be used to evaluate district policies submitted for OTDA review. See attachment 3.

1. Program Implications

This LCM imposes no new requirements. Districts are subject to the requirements of
Publication 1075 regarding FTl and must develop policies and procedures for the
implementation of background investigation requirements by February 28, 2018. See
17-ADM-08. Submit policies and procedures to the Division of Legal Affairs at
brian.wootan@otda.ny.gov for review.

Issued By
Name: Barbara C. Guinn
Title: Executive Deputy Commissioner

Division/Office: NYS OTDA

OTDA 18-LCM-02
(Rev. 1/2018) 40 North Pearl Street, Albany, NY 12243-0001 |www_.otda.ny.gov 2
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