
Due to the various working situations for University of Delaware new hires over the past year, there have 
been multiple changes to the I-9 policy. Certain changes were temporary due to COVID-19. Please find the 
updated I-9 process below. 

*Foreign national new hires will need to schedule an appointment with Maria Tarry, Onboarding, Human 
Resources.  

 

1. Schedule an in-person appointment (full-time only) with a University of Delaware I-9 specialist to 
complete the I-9 form on campus. A member of the onboarding team will be available each Tuesday, 
Wednesday and Thursday from 9 AM to 1 PM to complete the I-9 form. Appointments will be required. The 
in-person I-9 appointment is in addition to the Zoom onboarding meeting, which will remain the onboarding 
process as we navigate the hybrid work model.  

All new, full-time employees will receive a link in their onboarding email with a request to schedule on or 
closely following their start date.  

*HR liaisons are copied on this welcome email, so departments may suggest a specific date/time for the new 
hire to schedule their I-9 appointment. The new hire may meet with anyone from the onboarding team.  

2. Complete the Remote I-9 form with a notary. If a new hire works out-of-state or full-time remote, they 
may complete the I-9 with a notary. These instructions should be used when completing the I-9 to ensure the 
form is done properly. Once the I-9 is completed with a notary, the form must be uploaded (scan or photo) 
using the secure I-9 submission form and the original copy mailed to Human Resources, ATTENTION: 
Krissy Hickman, 413 Academy Street, Unit 150, Newark, DE 19717. Uploading the form before mailing will 
avoid delays in completing hire paperwork. We require the original for our files. 

 

1. Complete the I-9 form within the department. Please schedule an in-person I-9 appointment with part-
time workers if your department is currently on campus. Once an I-9 is completed, please upload a scan using 
the secure I-9 submission form and mail the original form using interoffice or USPS to Human Resources, 
ATTENTION: Krissy Hickman, 413 Academy Street, Unit 150, Newark, DE 19717. Uploading the form 
before mailing it will avoid delays in completing hire paperwork. We require the original for our files. 

2. Complete the Remote I-9 form with a notary. If your department is not currently on campus, or the 
new hire works out-of-state, please have the new hire complete the I-9 with a notary. These instructions 
should be used when completing the I-9 to ensure the form is done properly. Once the I-9 is completed, the 
form must be uploaded (scan or photo) using the secure I-9 submission form and the original copy mailed to 
Human Resources, ATTENTION: Krissy Hickman, 413 Academy Street, Unit 150, Newark, DE 19717. 
Uploading the form before mailing will avoid delays in completing hire paperwork. We require the original 
for our files. 

*In certain circumstances, new employees who are ill due to COVID-19 or are unable to leave their residence 

due to a federal, state, or local quarantine or isolation order related to COVID-19 may be permitted to 

complete their I-9 via zoom. Please email hr-onboard@udel.edu for further information about this option. 
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