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WVU’S EXPORT CONTROL OFFICE (ECO)

+ Missions of the Office

— Ensure Compliance with Export Control Laws while Missions
of WVU are Fulfilled

— Maintain and Improve the Export Control Program
— Educate the WVU Community about Export Control

« Export Control Policy of WVU
= Applies to all “WVU Personnel”

— Who are “teaching, conducting research, or providing
services at or on behalf of the University”

— Includes administrators, faculty, staff and students
— Wherever located

V

Assaciate VP for

Administration

Export Control
Officer

Gary J: Moris, PhD)

Senior Export
Control Analyst

Export Control
Legal Intern

+ Educate WVU Personnel about Export Control
» Review and Screen

— International Travel

— Visa Applicants

— International Visitors

— Research Projects

— Agreements/Contracts with International Parties

— Purchases involving International Parties

— Shipments involving International Parties

FUNCTIONS « Draft Technology Control Plans
OF THE EXPORT - Apply for Federal Licenses
CONTROL OFFICE « Investigate Potential Violations

V

GOALS OF TODAY’S PRESENTATION

Raise awareness about the
export control office and its
functions

Educate personnel about export
control laws

Inform personnel how and
when to interface with the
export control office

<

WHAT ARE THE UN arms trade treaty can save many
PURPOSES OF lives -t obustly enforced
EXPORT CONTROL? o

‘Should We Fear That Russin Nucar Materals Ar Being,
Smuggled o Terrorists

Prevent proliferation of
weapons of mass destruction

Implement anti-terrorism and
crime control

Protect human rights

Advance US economic
interests

Obama chips away at Cuba embargo, discusses efforts
stro

Maintain national security

Restrict exports from the U.S.
based on the type of export
and the destination of the
export in view of the above

<

WHY SHOULD WVU BE CONCERNED ABOUT
EXPORT CONTROL LAW?

Export control law involves more than just
shipping a physical item to a foreign country.

Are you trAre you hiring or working with
foreign nationals?
avelling to a foreign country?

Are you emailing or collaborating with a
researcher living in another country?

Do you host visitors on campus?
« Does your sponsor place a publication or
participation restriction on your research?

The FBI is looking for a star Ohio

ties who disappeared

<

State professor from China with NASA

Export Controls




Immigration Training 2015

10/23/2015

'Vl'v

EXPORT CONTROL ESSENTIAL CONCEPTS

WHAT IS AN EXPORT?

« Any oral, written, electronic or visual disclosure, shipment,
transfer or transmission outside of the United States to
anyone, including a U.S. citizen, of any commodity,
technology (information, technical data, or assistance) or
software/codes. Such exports include transfers of such
items or information to foreign embassies, foreign corporate
affiliates, and contractors

<

located

'Vl'v

WHAT IS A DEEMED EXPORT?

Any oral, written, electronic or visual disclosure, transfer or
transmission of a controlled commaodity, technology or
software/codes to a non-U.S. person* or entity, wherever

Extremely important at universities

*AU.S. person is a U.S. citizen, a U.S. permanent resident, or a political
refugee protected under the Immigration and Naturalization Act.

WHAT IS A CONTROLLED EXPORT?

* Certain commodities, technologies (information, technical data, or
assistance), hardware, or software/codes
= Just because an item is available to purchase off-the-shelf or online, does
NOT mean it is not export controlled
= An item or subject matter may be export controlled to one country but not
another
= An item or subject matter maybe export controlled to one person in a
country but not to another person in the same country
* The export control office personnel is trained to help you
determine what is exported controlled — always seek advice!

'Vl'v

WHAT HAPPENS
IF ITEMS OR
ACTIVITIES ARE
CONTROLLED?

1. Exclusions
2. Exceptions/Exemptions
3. Licenses

'Vl'v

Exclusions

* Public Domain — information which
is published or generally accessible
to the public (must be legally placed
in the public domain)

Fundamental Research — basic and
applied research in science and
engineering where information is
published and shared broadly
Educational Information —
information released by instruction in
an official university catalog course
and associated teaching lab of an
academic institution

Exceptions/Exemptions

Eligibility for License Exceptions is based
on the item, the country of ultimate
destination, the end-use, and the end-user,
along with any special conditions imposed

within a specific License Exception
:’l\:”ggrolggpggNs » TMP — Temporary Exports/Reexports of

Technology
ACTIVITIES ARE * BAG — Temporary Export of Personal
CONTROLLED? Items or Technology
1. Exclusions + BFE —Bona Fide Employee (not student)

2. Exceptions/Exemptions
3. Licenses

'Vl'v

Others in 15 C.F.R. Part 740 and 22
C.F.R. Part 123.

Export Controls
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Licenses
+ An export control license is the U.S.

WHAT HAPPENS

government mechanism to allow and
trace transfers of export controlled
technologies

License applications must be
submitted by the Export Control

IF GOODS OR Office to the specific federal agency
ACTIVITIES ARE <A Iicenfe appli%ation a;]pp][oval/QeniaI
can take up to 6 months for review

CONTROLLED? before a final determination is made
1. Bxclusions « Each license is for a specific export
2. Exceptions/Exemptions transaction
3. Licenses

W,

v

UNDERSTANDING THE CONTROLS

'Vl'v

THE CONTROLLING LAWS

INTERNATIONAL TRAFFIC IN ARMS REGULATIONS (ITAR)

The ITAR sets out the requirements for licenses or other

Department of State

Directorate of Defense Trade Controls

Arms Export Control Act

Department of Commerce

Bureau of Industry and Security

Export Administration Act

Department of Treasury

Office of Foreign Asset Controls

Trading with the Enemy Act,
International Emergency Economic
Powers Act, & others

International Traffic in Arms
Regulations (ITAR)
22 C.FR. Parts 120-130

Export Administration Regulations

(EAR)
15 C.F.R. Parts 700-799

Foreign Asset Control Regulations,
Iragi Sanctions Regulations, Iranian
Transactions Regulations, & others

Defense Articles and Services
U.S. Munitions List
22 C.F.R. Part 121

“Dual-Use" Goods, Technology,
Software
Commerce Control List
15 C.F.R. Part 774

Specially Designated Nationals and
Blocked Persons

'Vl'v

authorizations for specific exports of defense articles and services
(ltems on the U.S. Munitions List)

The AECA requires the Department of State to provide an annual and
quarterly report of export authorizations to Congress

Certain proposed export approvals and reports of unauthorized re-
transfers also require congressional notification

<

Defense articles

« any item or technical data designated in
§ 121.1 of this subchapter [on the USML].

+ This term includes technical data recorded
or stored in any physical form, models,
mockups or other items that reveal
technical data directly relating to items
designated in § 121.1 of this subchapter.
It does not include basic marketing
information on function or purpose or
general system descriptions.

<

U.S. MUNITIONS LIST (ITAR)

Defense services

« The furnishing of assistance (including
training) to foreign persons, whether in
the United States or abroad in the
design, development, engineering,
manufacture, production, assembly,
testing, repair, maintenance, modification,
operation, demilitarization, destruction,
processing or use of defense articles;

« The furnishing to foreign persons of any
technical data controlled . . . whether in
the United States or abroad

EXPORT ADMINISTRATION REGULATIONS (EAR)

» Regulate the export or re-export of U.S.-origin dual-use
goods, software, and technology

+ Imposes certain export and re-export controls for foreign
policy reasons, most notably against countries designated by
the U.S. Secretary of State as state sponsors of international
terrorism, as well as certain countries, entities and individuals
subject to domestic unilateral or UN sanctions

'Vl'v

Export Controls
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COMMERCE CONTROL LIST (EAR)

The CCLis divided into ten broad
categories, and each category is further
subdivided into five product groups

Dual-use goods

If your item falls under the EAR and is
not listed on the CCL, it is designated
as EAR99

EAR99 items generally consist of low-
technology consumer goods and do not
require a license in many situations

<

[3]- Etectronics
Systems, Equipment
& Components

Ao 01

TRADE EMBARGOES AND SANCTIONS

+ Embargoed Countries

— Transactions between a U.S. person and persons or entities in Cuba, Iran, North Korea, Syria, and

Sudan are broadly prohibited.
Sanctioned Countries

— Transactions between a U.S. person and persons or entities of certain countries involve sanctions

of various types. For currently sanctioned countries and a of the

see: http://www.treasury.gov/resou
Terrorist and Barred Entry Lists

1s/Programs/Pages/Programs.aspx

Denied Persons List — had export privileges revoked by BIS

— Excluded Parties List — barred from contracting with US Government
— List of Disbarred Parties — barred from exporting or re-exporting items subject to the U.S.

Munitions List

embargoed countries

<

Specially Designated Nationals List — terrorists, drug traffickers, and those associated with

HOW THE LAW IS VIOLATED?

Criminal violation

« Exporting with willful intent and/or
knowledge

— Ignoring the advice of the Export
Control Office (U. of Tennessee — Prof.
Reece Roth, 2011)

— Concealing information, providing false
information on license applications,
lying to fellow employees (Timothy
Gormley, 2013)

'Vl'v

Administrative violation

« Deemed exports
— Releasing U.S. origin technology to a
foreign national without a license (TFC
Manufacturing, 2008)
« Exporting recklessly or negligently
— Shipping an item without screening the
end-user (U. of Mass. at Lowell, 2013)

PENALTIES

International Traffic in Arms Regulations
(ITAR)

« Criminal penalties up to $1 million per
violation and up to 10 years imprisonment

«  Civil penalties up to $500,000 per violation
and revocation of export privileges

Export Administration Regulations
(EAR)

Criminal penalties the greater of $50,000 to
$1 million or five times the value of the export
and up to 10 years in prison

Civil penalties $10,000 to $120,000 per
violation and revocation of export privileges

In addition to institutional liability, both criminal and administrative

penalties can be applied to individuals such as a Principal
Investigator. Ignorance of the law will not protect you.

'Vl'v

PREVENTING VIOLATIONS

'Vl'v

EXPORT CONTROL
COMPLIANCE
INVOLVES MUCH
MORE THAN THE
EXPORT CONTROL
OFFICE

'Vl'v

Export
Control
Compliance

Export Controls
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AS AN IMMIGRATION LIAISON, WHAT IS YOUR ROLE IN
EXPORT CONTROL COMPLIANCE AT WVU?

» Comply with the law and the WVU Export Control
Compliance Manual as you engage in University activities

» Inform the ECO of suspected violations

« Contact the ECO with any questions

RECOGNIZING SOME OF THE POTENTIAL

+Collaborating with
foreign nationals
(domestically or
abroad) involvin
export controll
subject matter
electronically or in
n

+Hosting scholars from
certain foreign
countries

+Allowing participation
of certain foreign
nationals in certain

AREAS OF RISK

+ Traveling
internationally on
University business
(e.g., conferences,

field work)

+ Accessing University
networks including
email when outside of
the United States

+ Offering or hosting
visits or tours to non-
student foreign
nationals

« Shipping or carrying
items out of the
United States
(including project
deliverables)

+ Carrying certain data
on electronic devices
outside the United

* Releasing certain
technical data to
foreign nationals
domestically or

+ Entering into
transactions
involving foreign
entities, especially
embargoed countries
or restricted parties

+ Providing certain
services (e.g.,
consulting or
training) to foreign
nationals
domestically or
abroad

research areas

% %

MITIGATING THE RISKS

The Export Control Office (ECO) will help you navigate safely

WORKING WITH THE ECO WHEN TRAVELING

International Travel Registry
- Purpose is to keep track of WVU personnel traveling outside of the United States

People i i i
Ol Ve e o Bl o on WVU business in casg of an emerggncy or jatura\ dlsaster: y 4
o 188 4pp details and provide Best Practices « The export control questions related to international travel are integrated in this
prior to arrival on campus i 1
aavice new system so travelers do not have to fill out as many forms.

Possible to upload documents (CV, abstract, etc.) to the system so it is no longer
necessary to email them to the ECO.

@ Things

EB Q % ECO will screen statements of
work for research projects and

WVU or the Research Corp.

Best Practices is now a part of this system and no longer a separate form. Please

do take the time to review the Best Practices when completing the travel
registration.

, Services
_ ECO will screen any foreign parties
to agreements or transactions with
L

:| Ea @& classify the controlled goods,
= technology, or software

http://exportcontrol.wvu.edu/forms

WORKING WITH THE ECO WHEN HIRING

Deemed Export Attestations for Visa Applications
+ Required Documents for Export Control Review
— WVU Deemed Export Verification Form
— Visa applicant's Current CV
— Copy of Visa applicant's passport (ID page only)
— Project description and assigned equipment list, if applicable. This is required for all visa renewals.
« The ECO performs a detailed review to determine if there are any export control
issues. The review includes a screening for restricted parties and a screening of the
L i proposed project and equipment.
S S The ECO will supply the requisite attestation to fulfill Form I-129 (Petition for a Non-
immigrant Worker), which states that the visa applicant does not require a license
OR the Export Control Office will work to obtain a federal license for the visa
applicant.

WVU ABROAD

¥ rerravoria

u.edu/faculty-staff/iravel-registration

<
<

Export Controls
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WestVigiialniversy

West\bginiaUniversiy

WeseViginiaUniversiy.

-

WORKING WITH THE
EXPORT CONTROL OFFICE

International Visitor Screenings
Required Documents for Export Control Review:

- WVU International Visitor Form (multiple
visitors/visits can be listed on the same form)

- Current CV for visitor, if available

- Project description and assigned equipment list,
if applicable

Screening is to ensure that WVU is not doing
business with any restricted entity or person.

'Vl'v

persons.

OFAC

<

STATEMENTS OF WORK (SOW) AND
TECHNOLOGY CONTROL PLANS (TCP)

Office of Sponsored Programs (OSP) will forward SOWs to the ECO that have
language in the contract that indicates that the project might be export controlled
(publication restrictions, participation restriction, etc.).

ECO will conduct a review of the technology and equipment involved to determine if
a TCP or license is necessary.

A TCP defines the procedures for isolating the controlled item from non-U.S.

If a license is required, the ECO will apply for a license from the DDTC, BIS, or

THE SCREENING PROCESS

Scenario

* Maria Walston is from Latvia,
works for the Helmholtz
Association in Germany, and will
work with satellite navigation.

Screenings

« Restricted Parties Screening (RPS)
« Country Search

» EAR/CCL and ITAR/USML Search

'Vl'v

RESTRICTED
PARTIES
SCREENING

+ Search criteria
~ Person's name and any variations
~ Company's nameand location
* Results
No Matching Records Found

<

[rmee—

COUNTRY SEARCH

Export Controls
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COMMODITY OR TECHNOLOGY SEARCH

EAR/CCL ITAR/USML

RESOURCES

I need to:

Export Controt
Compliance Manual

http:/exportcontrol.wvu.edu/home

CONTACT INFORMATION

Gary J. Morris, Ph.D.

Export Control Officer

Associate Director of Technology Transfer

Professor of Mechanical and Aerospace Engineering
Gary.Morris@mail.wvu.edu

(304)293-6329

Nancy L. Draper
Senior Export Control Analyst (Primary point of contact)

Nancy.Draper@mailwvu.edu
(304)293-3084

http://exportcontrol.wvu.edu

'W'v.

Abigail A. Wolfe N

Export Control Legal Intern Export Control Office

aawolfe@mail.wvu.edu Chestnut Ridge Research Building
886 Chestnut Ridge Road

WVU Export Control Website Address: 7t Floor, Room 723

Export Controls



DOL SEARCH IN THE CONTEXT
OF PR SPONSORSHIP

PERMANENT RESIDENCE (PR) 1st step in the PR Process to obtain DOL
SEARCH REQUIREMENTS UNDER Labor Certification) verifying:
DOL RULES « Unavailability of “better qualified” (teaching
positions) U.S. workers

+ Unavailability of “minimally qualified” (non-
Office of International Students and Scholars

West Virginia University teaching positions) U.S. workers
Division of Diversity, Equity and Inclusion
October 23, 2015

Doina Jikich & Rob Lyons

Regulations: PERM 20 CFR Part 656

—

N DOL SEARCH & SELECTION
Keep in Mind FACTS

. i DOL Search Compliance
When advertising for positions P

routinely make the assumption: . Advertising

« The selected candidate will indeed be a - Recruitment Standards
foreign national

» The search will require knowledge of the
DOL SEARCH & SELECTION FACTS

Job Candidate Evaluation

Selection

—

FACT 1 FACT 2
DOL Search Compliance . ADVERTISEMENTS

Ad Publication:
> 30-day on-line journal of national circulation
> print ads in journals of national circulation still apply

» Record Keeping

o Audits Ad Content Requirements:
> Lengthy, detailed ads are not required by DOL rules

» Ads specific enough to appraise U.S. workers of the
job opportunity are sufficient

* Penalties

—



FACT 2 FACT 2
ADVERTISEMENTS ADVERTISEMENTS

Ad Content Requirements: Required DOL Ad Elements:
» Employer Name

. _ > Job Title
>Lengthy, detailed ads are not required > Job description/duties

by DOL rules » Geographic area of employment
»Ads must be specific enough to > Requirements/Qualifications

appraise U.S. workers of the job > How to apply

Opportunity are sufficient » Preferences: regarded as required

——

FACT 3 FACT 4
RECRUITMENT STANDARDS & FILING
DEADLINES CANDIDATE EVALUATION

> Timing of Contact: within 2 weeks of
application

> Manner of Contact

> Sorry Letter/E-Mail

> Verification of Job Offer Rejection

* Non-Teaching: “minimally > Verification of candidate withdrawal

qualified” (180 days from 1st ad) > IMPORTANT: All requirements must be
met including preferences

‘ ‘

» Teaching: “best qualified” (18
months from selection date)

FACT 5 FACT 5
SELECTION SELECTION

Acceptable Job Related Reasons for > Candidate’s research interests were less
Teaching Positions (best qualified compatible with the specific need of the
standard): department than did Dr. Brown
>candidates’ research quality was not as > Candidate’s knowledge of the field was not
impressive as Dr. Brown’s as broad and /or as deep as Dr. Brown’s
»candidate had less teaching experience than > Less impressive record of publication than
Dr. Brown/ demonstrated less highly the person selected
developed teaching skills than those of Dr. > Less effective teacher than the person
Slown selected

T— —




FACT 5
SELECTION NON-TEACHING

Standard: “minimum qualifications”
Acceptable rejection reasons:

» Candidate did not meet the degree
requirement

» Candidate didn’t have the experience
required

QUESTIONS

If you have questions or need assistance,
please call the OISS office at :

> Doina Jikich: 293-5950

> Kelley Rice: 293-5952

» Angela Reh: 293-6953

> Kristopher Bennett: 293-5941
> Risa Sakai: 293-5954
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V West VirginiaUniversity

Employment, Work Hours
and Courtesy Access

Immigration Liaison Training
October 2015

Melissa D. Hunt, MBA, CICA
Assistant Director
WVU Tax Services

V WestVirginiaUniversity

What steps should a newly hired
Foreign National employee take before
they can start to work?

Step #1:

*  The WVU Department should provide an employment offer letter.

Examples can be found under “Employment Letter” at:
http://oiss.wvu.edu/forms/social security card

* The EBO for the hiring Department should submit a Hiring Wizard form to
Employee Processing Services.

Presented by Melissa Hunt, Tax Services

11/16/2015
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Step #2:

The Foreign National employee should submit the completed offer letter to the
Office of International Students & Scholars (OISS) for certification.

Step #3:

The Foreign National employee should take the certified letter provided by the
OISS office to the Social Security Administration (SSA) office and apply for a Social
Security number.

The local SSA Office is located at 3596 Collins Ferry Road Morgantown, WV.
Note — This is a new location.

Note — Step #3 would be completed only if the individual does not already have a
valid Social Security number.

V WestVirginiaUniversity

Step #4:

The Foreign National employee should print out their 1-94 arrival card from the
U.S. Customs and Border Protection web site at:

Step #5:

The Foreign National employee should establish a bank account with a U.S.
banking institution for the direct deposit of their pay check.

Step #6:

The Foreign National employee should contact Tax Services at (304) 293-3379
extension 3 for an appointment.

Tax Services is located at 1 Waterfront Place, 3" Floor Morgantown, WV

NO WALK-INS PLEASE!

Presented by Melissa Hunt, Tax Services 2



Immigration Training 2015 11/16/2015

V WestVirginiaUniversity
Step #7:

The Foreign National employee should report to Tax Services for their
appointment and bring the following ORIGINAL, UNEXPIRED documents:

1. Passport
Visa documentation (DS-2019, 1-20, etc.)
Receipt from the SSA Office or SS card (if they have received it)
1-94 arrival card or printout from the website
Bank account information (Cancelled Check or a letter from the bank)
**A |letter from the bank must be on bank letterhead and provide your
(1) Name; (2) Account Number; and (3) Bank Routing Number.

Contact information for a U.S. individual that can be contacted on their behalf
in the event of an emergency.

**This can be a friend, relative, roommate, supervisor, etc.

Please provide — Contact name, U.S. address and telephone number.

Note - They should allow at least 30 minutes for payroll processing.

V WestVirginiaUniversity

Step #8:

* The Department/EBO will be notified by the Employee Processing Services
(EPS) of the newly hired employees start to work date.

* After meeting with the Tax Services unit, the newly hired Foreign National
employee should contact the Department/EBO they will be working for to
determine their start to work date.

Presented by Melissa Hunt, Tax Services 3



Immigration Training 2015

V WestVirginiaUniversity

Re-Hire Process

If a Foreign National employee is rehired within 90 days of the termination of their
prior assignment, they do not automatically need to reprocess with Tax Services.

The EBO should submit the Hiring Wizard form to Employee Processing
Services (EPS).

EPS will contact Tax Services to ensure that the Foreign National’s
documentation is complete and up-to-date with a current work authorization
period.

If additional information or documentation is needed, the EBO will be
instructed to advise the Foreign National employee to schedule an
appointment to reprocess with Tax Services.

If no additional information or documentation is needed, EPS will process the
Hiring Wizard form and notify the EBO of the individual’s start to work date.

V WestVirginiaUniversity

What are the Immigration guidelines
regarding student employment?

The Immigration guidelines state “a student may work up to 20
hours per week while school is in session; full time during
those periods when school is not in session or during the

annual break”.

Presented by Melissa Hunt, Tax Services

11/16/2015
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How is full time employment defined?

The IRS defines full time employment
as 40 hours per work week.

How is a work week defined?

At WVU, a work week begins at 12am on Sunday morning
and ends at 11:59pm the following Saturday night.

How is a semester term defined?

For purposes of this process, school will be considered in session
during the semester term which begins with the first day of
classes and ends with the last day of final exams.

V WestVirginiaUniversity
How many hours are ISEs permitted
to work during periods of break?

International Student Employees (ISEs) are permitted to work full time up to
but not exceeding 40 hours per work week during a period of break.

How is a period of break defined?

A period of break is defined as any week (Monday through Friday)
in which there are no scheduled classes or final exams.

Note: A period of break is considered to be from Monday through Friday by
definition based on the normal academic class schedule week. In contrast, a
work week is considered to be from Sunday through Saturday by definition as
the work week includes weekends, therefore, an ISE would be permitted to
work up to 40 hours over the course of the work week (Sunday through
Saturday) during a period of break.

Presented by Melissa Hunt, Tax Services

11/16/2015



Immigration Training 2015

V WestVirginiaUniversity
What are the recognized periods of break at WVU?

A recognized period of break is generally at least one full week in duration
and includes the Thanksgiving, Winter, and Spring breaks.
Summer is also considered a period of break.

How many hours can | work if | am enrolled in
classes during the summer term?

Summer is a recognized period of break in which the ISE is permitted to work
on a full time basis up to 40 hours per work week,
regardless of credit hours enrolled.

How will periods of break that are less than 1 week be treated?

If the period of break (excluding weekends) is limited to 1 or 2 days in a work week,
then the week will not be considered a period of break for this process
and the ISE will be limited to working a 20 hour work week.

If the period of break is 3 or more days excluding weekends,
then the week will be considered a period of break for this process
and the ISE will be permitted to work up to 40 hours per work week.

V WestVirginiaUniversity

Should all ISEs limit their work hours to 20 hours

per work week when school is in session?

All'ISEs on a student VISA should limit their hours to a total of 20 hours per work
week when school is in session even if they have multiple work assignments;
whether they are an hourly (clocked) employee or a salaried employee such as a
GRA, GTA or GA.

What are the student VISAs that are impacted?

All ISEs on an “F” VISA or a “)” student VISA are impacted and
required to follow the 20 hour work week Immigration guidelines.

Foreign Nationals on a “J” VISA under one of the following programs are not
considered to be on a student VISA and therefore are not required
to follow the 20 hour work week Immigration guidelines:
Physician
Professor and Research Scholar
Short-Term Scholar
Teacher
Trainee

Presented by Melissa Hunt, Tax Services

11/16/2015
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V WestVirginiaUniversity

How does WVU handle non-compliance with
Immigration employment guidelines?

WVU has implemented a monthly compliance program maintained by OISS
and Tax Services which provides ISEs with a three strikes warning process.

How does the monthly compliance process work?

Tax Services:
Tracks the hours worked by ISEs for non-compliance.
Non-compliance notices are sent to the ISE’s
immediate supervisor and EBO.
OISS is provided with information regarding ISEs that are in non-
compliance.
OISS contacts and counsels each ISE who is in non-compliance.

V WestVirginiaUniversity

What are the “Three Strikes”
and how do they impact the ISE?

First Notice of Non-Compliance:
The ISE will be contacted and counseled by OISS.
The ISE’s supervisor and EBO will be notified of non-compliance.

Second Notice of Non-Compliance:
The ISE’s employment will be immediately suspended from payroll
for a period of not less than four pay cycles.
During this suspension, the ISE will not be permitted to work.
The ISE will be contacted and counseled by OISS. The ISE’s supervisor and EBO will
be notified of the non-compliance and suspension from employment.

Third Notice of Non-Compliance:
The ISE’s employment will be immediately terminated.
The ISE’s supervisor and EBO will be notified of the non-compliance and
termination from employment at WVU. The ISE will not be eligible for rehire.

Presented by Melissa Hunt, Tax Services 7
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V WestVirginiaUniversity

What is the impact to ISEs as per Immigration
guidelines for employment violations?

An ISE who works as little as 15 minutes over the 20 hours permitted during a
work week when school is in session is in non-compliance of the Immigration
guidelines and subject to disciplinary action including termination of their
SEVIS record for unauthorized employment.

The three strikes warning process is focused on compliance by providing the
ISE with three warnings which impact their employment only without
jeopardizing their SEVIS record for unauthorized employment. It is at the
discretion of the OISS office, dependent upon the nature and severity of the
employment violation, whether or not the University will pursue further
disciplinary action such as termination of an ISE’s SEVIS record.

V WestVirginiaUniversity

What is the impact to the student if their SEVIS
record is terminated?

When a student’s SEVIS record is terminated for any reason including
unauthorized employment, they are considered to be “out of status” and
must reapply for their VISA within 5 months. If they either fail to reapply or
their request is denied then they must return to their home country. A
proven incident of unauthorized employment can lead to the individual being
found to be unlawfully present in the United States, which can lead to a ban
of up to 10 years from returning to the US.

Presented by Melissa Hunt, Tax Services
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V WestVirginiaUniversity

What is the impact to the University for failure
to comply with the Immigration guidelines?

Failure by the University to comply with the Immigration guidelines can
jeopardize our international programs for all Foreign National students in that
we can lose our Student and Exchange Visitor Program (SEVP) certification. If
WVU would lose this certification, we would not be allowed to offer programs

of study to any Foreign National student.

V WestVirginiaUniversity

What is the process if the ISE, Supervisor or
EBO disagrees a with non-compliance notice?

If the ISE disagrees with the non-compliance notice, they should be
directed to contact the OISS office.

If the supervisor disagrees with the non-compliance notice, they should
contact their (1) EBO first and then the (2) OISS office.

If the EBO disagrees with the non-compliance notice, they should contact
the OISS office.

OISS can be contacted at (304) 293-3519 or at OISS@mail.wvu.edu.

Presented by Melissa Hunt, Tax Services
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V WestVirginiaUniversity

If there is an error on the ISE’s time card,
what should | do?

All time card errors should first be processed through the EBO by following
the chain of command.
(1) The ISE should report the error to their immediate supervisor;
(2) The supervisor should report the error to their EBO.

If the EBO is unable to correct the error, the EBO should contact Tax
Services at (304) 293-3379 extension 3 or at tax@mail.wvu.edu.

Note: Tax Services should be contacted only if there is an error or issue with
the timecard. Please direct all other concerns by the ISE to the OISS office.
Supervisors should direct concerns to their EBO and then the OISS office.

V WestVirginiaUniversity

Courtesy Access — In the U.S.

The Foreign National should contact Tax Services for an appointment and
then report for their appointment with the following ORIGINAL,
UNEXPIRED documents:

Passport

Visa documentation (DS-2019, 1-20, etc.)

Receipt from the SSA Office or your SS card (if you have received it)

1-94 arrival card

SEVIS information form

Tax Services will notify Identity and Access Management (IAM), the EBO,
and the Department Contact. The EBO and/or Department Contact will
be requested to complete a “Special Account Request” form for IAM

which can be located at: https://myid.wvu.edu.
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V WestVirginiaUniversity

Courtesy Access — Outside the U.S.

1. The EBO for whom the Foreign National will be working should complete
the Department Form for Outside Foreign Nationals form and submit it to
the Tax Services unit.

This form can be found on-line under “International Students, Employees
& Vendors” at: taxservices.wvu.edu
A Service Agreement form should also be completed and submitted to
PCPS at this point if needed.
Tax Services will contact the individual via e-mail to obtain the needed
information.
Upon receipt of the required information, Tax Services will notify Identity
and Access Management (IAM), the EBO, and the Department Contact.
The EBO and/or Department Contact will be requested to complete a
“Special Account Request” form for IAM which can be located at:
https://myid.wvu.edu.

Note — Please allow two weeks for processing of access requests

for individuals outside of the U.S.

V WestVirginiaUniversity

Other General Tax Information

* International Students and Employees with U.S. earned
income may be required to file a yearly U.S. tax return.

See IRS Publication 519 — U.S. Tax Guide for Aliens for
information which can be found at:

http://www.irs.gov/Forms-&-Pubs

Glacier Tax Prep software is available on-line for free starting
in February of each year to International WVU employees and
students for assistance in preparing their Federal Income Tax
Return. See taxservices.wvu.edu for details.

Note — Tax Services and OISS cannot provide personal
tax advice. Please contact a professional tax
consultant for assistance.
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V WestVirginiaUniversity

Other General Information

e Please remind all International Students and
Employees to update their mailing address with Tax
Services when they move.

If an International Employee would receive a new
Form I-20 which would shorten their work
authorization period, they need to IMMEDIATELY
provide the information to Tax Services.

VWeerlrginiaUni\mity
Contact Information

Melissa D. Hunt, MBA, CICA
Assistant Director - Tax Services

WVU Tax Services
Telephone: (304) 293-0467

E-mail: Melissa.Hunt@mail.wvu.edu

Web Site:  TaxServices.wvu.edu
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WVU HIRE

Simplified search process by eliminating the following:
+ Search Selection Activity Report/Hiring Summary Form
» E-mail request to applicant for self-identification

» Hiring Wizard for Faculty and Staff positions - Hired
applicant information maps to Oracle

» Manual log of applicants/candidates for positions
WVUHIRE@MAIL.WVU.EDU

304-293-HIRE (4473) » Contacting diverse advertising outlets - advertising
completed through system saving time and money

QUESTIONS

WVUHIRE@MAIL.WVU.EDU
304-293-HIRE (4473)

Employment Services 1



