INTERNATIONAL EMPLOYEE DATA SHEET

for the purpose of employing Faculty and Academic Researchers at Oakland University

This information sheet must be completed and returned to the Office of the General Counsel (room 203 Wilson Hall) in anticipation of hiring or re-employing a faculty member or academic researcher who is not a U.S. citizen or permanent resident.  This information is necessary to determine the appropriate non-immigrant status that must be obtained prior to the employment of the individual, and to collect all necessary information that may be needed in processing the non-immigrant petition.  Those individuals who are being offered positions that may become permanent (e.g. regular full-time faculty) will most likely be processed for H-1B status and all of the information requested below will be necessary.  For individuals for visiting scholar or postdoctoral research positions, J-1 status may be most appropriate.  In this case, the Office of International Students and Scholars will be consulted to complete the processing of any necessary forms and/or petitions and that office will be provided with the information below.  

To be completed by hiring department/college/school:

Name of (potential) employee (Last, First, Middle):








Position title:













Salary:














Starting date and term of employment / re-employment:







Department/College/School:











Department/College/School address:










Primary worksite (where work is to be performed for Oakland University):_______________________________
(If there is a change in the employee’s salary, position or worksite, please notify the Office of Legal Affairs  since it must be reported to the U.S. Citizenship Immigration Service.)
Department/College/School contact person:










Phone number:












Fax number:













E-mail address:











Brief non-technical position description:























Authorization
It is understood that any willful violation connected with providing inaccurate information for the non-immigrant petition or labor condition application (if any) may incur a severe penalty that has long-range impact on Oakland University’s ability to employ internationals.

If an international employee holding H-1B status is terminated or dismissed before the end of the authorized period of H-1B employment, the department must pay the reasonable costs of return transportation for the employee to the employee’s last place of foreign residence; except, an employee who voluntarily terminates or resigns his or her employment before the end of the authorized period of H-1B employment is responsible for his or her own transportation expenses.  
The department is responsible for paying the required filing fees for any immigration petitions filed by the University on this employee’s behalf and must complete the appropriate paperwork to have checks cut to cover those fees.  The General Counsel’s office will notify the department of relevant filing fee amounts.  The department will also inform the General Counsel’s office of the account number that will be charged for each fee and provide the General Counsel’s office with copies of any supporting documents. 
Supervisor/Chairperson/Director:      Signature:____________________________       Date:____________
Dean/ERI Director:
    Signature:______________________________       Date:____________
