Abercrombie & Fitch's
Rest Practices for
~orm -9 Compliance

Abercrombie & Fitch’s VP Legal Melissa
McAfee shares best practices and lessons
learned from their Tracker [-9 Compliance

implementation.

Nothing tests your
company’s best practices
like an ICE audit.

Any company that has been through a large scale
ICE audit will come out of the experience with
lessons learned. Converting these lessons learned
into best practices can and will help you survive
future ICE audits relatively unscathed. Below are a
few of the “best practices” lessons learned by
Abercrombie & Fitch that any large retailer or

similar employer can benefit from.

Best practice #1: Develop and
implement a regular audit process

The most important lesson that any employer
can learn from going through an ICE audit is the
importance of a regular audit process for |-9

compliance. This is especially true with respect to

electronic 1-9s, which are susceptible to the vagaries
of technology. The risk when errors occur is much
higher with electronic [-9s where technological
problems can affect hundreds or thousands of 1-9s at
once, and could subject a Company who has acted

in good faith to disproportionate fines. Developing
an audit program that regularly reviews both the behind
the scenes working of your electronic I-9 system (i.e.,
database storage, stability and security) and the front end

product (i.e., correct completion of the I-9) is essential.

The risk when errors occur is
much higher with electronic
-9s where technological
problems can affect hundreds
or thousands of 1-9s at once.
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Best practice #2: Make it failsafe

There are numerous error types that are possible on
an -9 form, any one of which can result in a fine from
an ICE audit. At a minimum, any electronic I-9 system
must provide automatic error-checking. Ideally, the
system should prevent I-9s from being submitted
with invalid input or incomplete information. For
example, your electronic 1-9 software should prohibit
the form from being submitted without all the
required fields completed. Other error protections
include prohibiting the entry of expired documents,
date and number formatting checks to prevent
typographical errors, and protections to prevent
accidental over-documentation and subsequent

accusations of discriminatory -9 practices.

Abercrombie & Fitch Co., operates
more than 1,000 stores as a retailer
of casual apparel for men, women,
and kids. Its stores sell casual apparel,
such as knit shirts, graphic t-shirts,
jeans, and woven shirts; and personal
care and other accessories under the
Abercrombie & Fitch, abercrombie,

Hollister, and Gilly Hicks brands.

Best practice #3: Keep it simple

[-9 and E-Verify processing can be high risk, but is
usually a low priority for retail managers, whose focus
is, and should be, on running the business. Along

with the failsafe protections discussed above, the
electronic -9 system and interface should be as
simple to use as possible. Managers need to be able
to do the following without becoming confused or
distracted by too many extraneous features in your

electronic I-9 system:

. Create an |-9 record
. See a list of every record in process

. See the employees who need to be E-Verified

Avoid putting extensive reporting and searching
tools on your local interface. Make sure that the
instructions and screens that local managers see are
clear and concise, walking them step by step through
the process. Save the bells and whistles for your

Corporate Office HR professionals and auditors.

Best practice #4: An Integrated
Solution

If your Company uses an applicant tracking system
(ATS), it is possible to integrate the electronic 1-9
software with your ATS. This can provide another fail
safe to ensure that 1-9s are completed at or prior to
the hire process, requiring the 1-9 to be completed
before the individual can hit the sales floor. For
retailers with a large part-time workforce that may
not work every day, this can ensure compliance with
the mandatory I-9 completion time frame. Integrating
the electronic I-9 system with the ATS also helps
“Keep It Simple” because Section 1 of the -9 can be
pre-populated with information provided by the

employee during the application process, requiring
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only the employee’s review, correction and signature.
Likewise, using Single Sign On simplifies the
electronic 1-9 system and makes security easier to
control. Managers can sign on to the Point of Sale
system and be authenticated at sign on, which will
provide them access to the electronic -9 system,
ATS and the electronic hiring system. This prevents
the manager from having to reauthenticate multiple
times in order to process a new hire, complete an [-9

and initiate E-Verify.

Using Single Sign On simplifies
the electronic -9 system and
makes security easier to control.

Best practice #5:
Portable authentication for
substitute managers

Large retailers in cities with multiple stores often
need to borrow or exchange managers from one
worksite to another to cover vacations, sick days
and turnover. This requires an -9 system that is

not only easy to use, but also enables portability

of system access. Creating temporary access roles
for a new user every time a manager goes to a new
store creates a burden on IT staff, creates login and
security complexities, and risks managers being

unable to log into and use the system.

By integrating your -9 software with your other
systems, the |-9 software can automatically permit
access for managers to the specific stores at which
they are scheduled to work, and then disable that

access when they transfer to a different location.

Best practice #6: Support
seasonal and under-Age-18 Hiring

Retailers, food service and hospitality industries thrive
on hiring seasonal, temporary and under-age-18
employees. The electronic I-9 system used by

such employers must simplify the -9 and E-Verify
complexities inherent for these types of employees.
For example, if an employee is working for three

days or less, the three-day grace period to sign
Section 2 does not apply and you cannot accept a
receipt in lieu of an original Section 2 document. Your
electronic 1-9 system should automatically enforce

compliance with these special rules.

By keeping these six best practices in mind,
multi-worksite organizations in the retail or similar
industries can help ensure the best compliance with
[-9 and E-Verify and increase their chances of surviving

an ICE audit with minimal impact to the business.

After their ICE Audit, Abercrombie
& Fitch switched to Mitratech
Tracker -9 Compliance

Mitratech Tracker’s I-9 Compliance solution addresses
the comprehensive set of business problems that

[-9 and E-Verify compliance presents to large
organizations. It eliminates over 90 minutes of labor
per hire while delivering full compliance and complete
visibility. Mitratech Tracker I-9 Compliance automates
the entire compliance workflow and transforms

hiring compliance into a highly efficient and reliable
operation for the enterprise. It guides field managers
easily through successful completion of each -9 with
no special training. It integrates with all leading HR
systems for further process automation and

efficiencies.

It gives HR up-to-the-minute insight
into the human element of I-9 compliance
performance across the organization for early

detection of trouble spots. And it also provides the
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level of operational flexibility large organizations
need to accommodate their unique and evolving

organizational structures.

Mitratech Tracker I-9 Compliance is currently serving
the nation’s largest employers including companies
with over 10,000 field managers who are achieving

full compliance for over 250,000 hires a year.

About Mitratech

Mitratech is a proven global technology partner
for corporate legal, risk & compliance, and HR
professionals seeking to maximize productivity,
control expense, and mitigate risk by deepening
operational alignment, increasing visibility, and

spurring collaboration across their organization.

With Mitratech’s proven portfolio of end-to-end
solutions, organizations worldwide are able to
implement best practices and standardize processes
across all lines of business to manage risk and ensure

business continuity.
Mitratech serves over 1,500 organizations worldwide,
including 30% of the Fortune 500 and over 500,000

users in 160 countries.

For more info, visit: www.mitratech.com
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