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INTRODUCTION

The University of Cincinnati (UC) is a large and exciting international community.  More than 5,000 
international visitors from over 100 different countries come to UC each year.  Many are employed/
paid as students, professors, researchers, and guest speakers. This guide has been developed by UC 
International Services to help departmental personnel understand the policies and procedures to be 
followed when an international visitor is going to be hired or paid by UC, including how to submit online 
eForm requests for specific visa statuses.

It is important that all new visitors schedule a check-in with UC International Services upon arrival to 
campus.  The visitors must use the iBearcatsGlobal system to schedule their check-in and should bring 
their passport, visa, I-94 card and certificate of eligibility (if applicable) to be checked in and onboarded. 
Every international visitor that comes to UC, for any purpose, must have a record created for them in UC 
International Services’ iBearcatsGlobal database.
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CREATING IBEARCATS GLOBAL RECORD

Creating an iBearcatsGlobal Record
Every international visitor that comes to UC, for any purpose, must have a record created for them in 
UC International Services’ iBearcatsGlobal database.  International visitors can be paid as independent 
contractors, students, or employees provided they hold the appropriate immigration/visa status 
and provided the proper processes for payment are followed.  That process begins with creating an 
iBearcatsGlobal record. 

In order to create an iBearcatsGlobal record for an international visitor, the departmental staff 
member must first become an authorized user of UC International Services’ iBearcatsGlobal database.  
Once a staff person is an authorized user, the international visitor can be entered into iBearcatsGlobal 
and the appropriate eForm request can be submitted.  Instructions for becoming an authorized user of 
the iBearcatsGlobal database and submitting the appropriate eForms can be found in the “Submitting 
Specific eForm Requests” section.
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PERFORMING LIMITED SERVICES

International Visitors Performing Limited Services
The University sponsors the visits of many international visitors who are not students or employees.  
They include visitors providing “limited services” on a temporary basis, including guest lecturing, per-
forming and a host of other important activities.  These individuals typically come on tourist status, 
including B-1, B-2 and visa waiver status.  A discussion of each status follows, as well as a complete 
guide to the payment process.

 
B-1 Visitor For Business

The B-1 classification allows international visitors to come to the United States temporarily to engage 
in a variety of business-related activities.  “Business” refers to conventions, conferences, consultations, 
and other legitimate activities of a commercial or professional nature.  It does not include employment. 

The law draws a sharp distinction between “doing business” and “working”, though in practice deciding 
where business ends and employment begins is not always easy.  U.S. consular and immigration 
officers are particularly sensitive to activities which appear to go beyond “business” and spill over 
into employment.  However, honoraria for lectures, performances, and consultations are permitted, 
provided the stay at UC will not exceed 9 days and the international visitor has not received such 
payments from more than 5 other institutions during the previous 6 months.  Reimbursement for 
travel and living expenses are permitted regardless of the duration of stay.

International visitors should keep in mind that the B-1 visa is a nonimmigrant visa, meaning that 
the applicant must have a residence outside of the United States that he or she has no intention of 
abandoning and the intention to leave the United States upon completion of his or her visit.

At the U.S. port of entry, the B-1 visitor’s admissibility is determined by an immigration inspector.  B-1 
visitors are admitted for a period of time which is fair and reasonable for completion of the purpose of 
the trip, but under no circumstances for more than an initial six months.

Extensions of an initial period of authorized stay may be sought by written application made to the 
DHS.  In almost all cases, extensions may be granted in increments of not more than six months each.

B-2 Visitor For Pleasure
The B-2 classification allows international visitors to come to the United States temporarily to engage 
in activities of a recreational nature, including tourism, amusement, visits with friends and relatives, 
medical treatment, etc.  However, honoraria for lectures, performances, consultations, etc. as well 
as reimbursement for travel and living expenses are permitted as long as the stay at UC does not 
exceed 9 days and the international visitor has not received such payments from more than 5 other 
institutions during the previous 6 months. 
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Visa Waiver Program
With few exceptions, an international visitor seeking to enter the United States must first apply at 
a U.S. consulate or embassy abroad for (and be issued) a U.S. visa.  The Visa Waiver Program (VWP) 
allows citizens of designated countries to apply for admission to the United States as visitors without 
first obtaining a nonimmigrant visa from a U.S. consulate.  Use of the VWP - which is entirely voluntary - 
is limited to business visitors (who would normally hold “B-1” visas) and to visitors for pleasure (usually 
holding “B-2” visas).

The following countries have been designated to participate: Andorra, Australia, Austria, Belgium, 
Brunei, Chili, Czech Republic, Denmark, Estonia, Finland, France, Germany, Greece, Hungary, Iceland, 
Ireland, Italy, Japan, Latvia, Liechtenstein, Lithuania, Luxembourg, Malta, Monaco, Netherlands, New 
Zealand, Norway, Poland, Portugal, San Marino, Singapore, Slovakia, Slovenia, South Korea, Spain, 
Sweden, Switzerland, Taiwan and United Kingdom.  

To apply for admission into the United States under the VWP, the traveler must meet certain 
conditions:

•  Have a valid passport issued by, and be a citizen of, one of the participating countries;
•  Seek entry for 90 days or less;
• Have a round-trip ticket issued by a participating carrier, valid for one year;
• Have proof of financial solvency; and
• Agree to waive the right to a hearing to determine admissibility to the U.S. if the immigration 

inspector declines entry.

Visitors applying for entry are allowed to remain for a maximum of 90 days, and may not change 
nonimmigrant status, apply for adjustment of status to lawful permanent resident or apply for an 
extension of stay.  Visitors must apply for entry authorization using the Department of Homeland 
Security’s Electronic System for Travel Authorization (ESTA) database at http://www.cbp.gov/travel/
international-visitors/esta at least 72 hours before their scheduled departure.

Honorarium payments are permitted if the stay at UC will not exceed 9 days and the international 
visitor has not received such payments from more than 5 other institutions during the preceding 6 
months.  International visitors on visa waiver for business (WB) can receive reimbursement for travel 
and living expenses regardless of the length of stay.  International visitors on the visa waiver for 
tourism (WT) can only receive reimbursement if the stay does not exceed 9 days.

http://www.cbp.gov/travel/international-visitors/esta
http://www.cbp.gov/travel/international-visitors/esta
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Invitation/Payment Process
The sponsoring department must enter the individual into iBearcatsGlobal using “Add New Person” link 
and submit the “Other Immigration Statuses” eForm following the instructions in the “How To Use UC 
International Services eForm” section.  The sponsoring department can obtain an affiliate ID number 
for the visitor using the GETit system or have iBearcatsGlobal create a TEMP number for the visitor.

Sponsoring departments must also write a visit letter detailing the nature of the visit and the expected 
duration.  In order to receive payments, the “Limited Services Engagement Form” and the “Foreign 
Visitors Supplement” should be submitted with the A-114 and appropriate immigration documents to 
UC International Services.  The payment must be authorized by UC International Services or payment 
will not be made.  UC International Services will forward the request for payment to Accounts Payable.  
Sponsoring departments will be notified when this has occurred. Given the short duration many 
international visitors spend at UC, we do not want international visitors performing limited services to 
personally appear at UC International Services unless they are J-1 sponsored on a UC DS-2019 or they 
do not have a permanent U.S. Social Security Number or Individual Taxpayer Identification Number, 
but are eligible to claim a tax treaty benefit.  The sponsoring department should have the international 
visitor complete the “Limited Services Engagement Form”, “Foreign Visitors Supplement” and the 8233 
(if applicable), make copies of the international visitor’s passport, visa and I-94 card (front and back), 
and complete the A-114 (including obtaining all appropriate signatures on the A-114).  All documents 
should then be forwarded via campus mail to UC International Services at mail location #0640.  If an 
ITIN number is needed to claim a tax treaty benefit, the visitor will be given instructions on how to 
schedule a check-in upon the sponsoring department submitting the “Other Immigration Statuses” 
eForm.

NOTE: The I-94 card is now issued electronically. Visitors must go to https://i94.cbp.dhs.gov/and print a 
copy of the I-94 card after arrival in the U.S.

https://i94.cbp.dhs.gov/I94/request.html
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INTERNATIONAL STUDENT WORKERS
International students are granted permission to come to the United States solely to pursue a full 
course of academic study.  Typically, these students are granted F-1 or J-1 immigration status.  While 
study is the primary objective, international students can work on and off-campus under certain 
circumstances.

On-Campus Employment for F-1 Student Status Holders
International visitors in the U.S. studying for a degree are typically on F-1 immigration status.  F-1 
student status holders are permitted to engage in employment on the campus that they are authorized 
to attend for up to 20 hours a week while school is in session.  There is no hourly limitation during 
scheduled breaks (i.e. summer vacation, spring break, etc).  This is not an average but a week by week 
total.  F-1 students who are assistantship holders at 50% FTE are working the maximum hours allowed 
by law.  They cannot accept additional appointments unless during scheduled breaks.  No eForm is 
required to be submitted by the hiring department in the case of on-campus employment.  However, 
the student must appear in the Success Factors onboarding system and the students must be 
onboarded by UC International Services prior to beginning employment.  Once the student appears in 
Success Factors the student is required to submit an “Employment Eligibility Verification/Social Security 
Letter” eForm in iBearcatsGlobal.  Departments MUST ensure that newly arriving graduate assistants 
appear in Success Factors prior to their arrival on campus.  You must plan ahead and process new 
hires timely.  

F-1 Optional/Curricular Practical Training
As an F-1 status holder, an international student could also be authorized for employment through 
either Optional or Curricular Practical Training.

Optional Practical Training is employment that is “directly related to the student’s major area 
of study”. It is a privilege accorded every F-1 international visitor who has studied full-time for at 
least nine months at a USCIS approved school and who is currently maintaining F-1 status.  An F-1 
international visitor is entitled to 12 months of full-time Optional Practical Training for each higher 
degree they obtain.  Students with majors in Science, Technology, Engineering, or Mathematics are 
eligible for 36 months of OPT, which includes a 24-month STEM OPT extension.

Optional Practical Training is available at these times:
• During vacations, if the student is currently enrolled and is eligible for OPT and intends to register 

for the next term or session;
• While school is in session (no more than 20 hours a week);
• After completion of all course requirements for the degree (excluding a thesis or equivalent) if the 

student is in a bachelor’s, master’s or doctoral degree program;
• After completion of the course of study (all Optional Practical Training must be completed within 

the 14-month period following completion of the course of study).

If you hire an employee who is on the 24-month STEM OPT extension, you must be aware of the 
following:

• You will be required to complete the form I-983 Training Plan for STEM OPT Students
• You will be required to help draft evaluations of training program progress at 12 and 24 months
• DHS can make site visits to verify the terms of the STEM OPT Employment
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F-1 students authorized for OPT will have an Employment Authorization Document (EAD) with specific 
dates that they are employable.  To continue employment past the date of EAD expiration, the student 
must receive a change of status which allows him or her to be employed (E-3, H-1B, J-1, TN, and O-1).  
If the change of status is not received by the date the EAD expires, employment must cease until the 
proper authorization is received.

Curricular Practical Training is designed to provide F-1 international students with an opportunity 
to gain actual employment experience that is “an integral part of an established curriculum”.  Such 
training is defined as “alternate work/study, internship, cooperative education, or any type of required 
internship or practicum which is offered by sponsoring employers through cooperative agreements 
with the school”.  The training must be a requirement or an integral part of the student’s degree.  F-1 
students on curricular practical training must show the following documents to prove they have the 
proper work authorization:

• An I-20 endorsed by the student’s Designated School Official, authorizing the employment.  The 
endorsement should, at the very least, list the University of Cincinnati as the employer and give 
the dates and number of hours of employment.

• An unexpired I-94 card marked “F-1” for “D/S”.
• An unexpired passport (unless passport exempt).

F-1 students on OPT or CPT from other schools must be added to the iBearcatsGlobal database by the 
hiring department by completing the “Add New Person” link.  Once entered into iBearcatsGlobal the 
hiring department should submit the “Other Immigration Statuses” eForm (see How to Use eForms 
section for further instructions).

J-1 Student Status Holders        
Students who are accorded J-1 status are typically “sponsored” students (by either the U.S. government 
or home government).  There are two types of employment authorization available for students on J-1 
status: student employment and academic training.  The difference between the two is that student 
employment occurs on-campus, unless there is economic necessity.  Academic training is related to the 
student’s field of study and in most cases occurs off-campus and for a specified period of time.

Student Employment
J-1 student employment can be classified in essentially three ways:

1. Scholarship, Fellowship or Assistantship: If the employment is required because of a scholarship, 
fellowship or an assistantship, such activity usually occurs on campus with the school as 
the employer.  In certain circumstances, however, the work can be done elsewhere for a 
different employer.  For example, exchange students may work in a government or private 
research laboratory if the exchange visitor’s major professor (e.g. department chair) has a joint 
appointment at one of those locations and the employment is supervised and counts toward the 
student’s degree.

2. On-campus: Exchange Visitor Program regulations allow for jobs on-campus that are related/
unrelated to study, which stipulate that the work can be done “on the premises” of the school.  
This means that the school does not have to be the employer.  For example, students work for a 
commercial company, such as a food service, operating on the campus.
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3. Off-campus: Students may be authorized for off-campus employment when “necessary due to 
serious, urgent and unforeseen economic circumstances” that have arisen since the student’s 
sponsorship on the J-1 visa.  Such employment will be authorized in writing by a Responsible 
Officer (RO) or Alternate Responsible Officer (ARO), indicating the name and address of the 
employer and the dates of employment.

On-campus employment is limited to 20 hours per week while school is in session.  There is no limit 
during scheduled breaks.  No eForm is required to be submitted by the hiring department in the case 
of on-campus employment.  However, the student’s name must appear in Success Factors and the 
student’s must be onboarded by UC International Services prior to beginning employment.  Once 
the student’s name appears in Success Factors, the student is required to submit an “Employment 
Eligibility Verification/Social Security Letter” eForm.  Departments MUST ensure that newly arriving 
graduate assistants appear on the New Hire Checklist prior to their arrival on campus.  You must plan 
ahead and process new hires in a timely manner.

Academic Training
Practical training for J-1 students is called “Academic Training.”  International students on J-1 visas are 
eligible for up to 18 months of academic training.  Post-doctoral students are permitted three years of 
academic training.  Some J-1 students are also allowed to work part-time during the academic program 
under Academic Training.  Academic Training is granted in writing by the RO or ARO at the institution 
the student is attending.  J-1 students on Academic Training from other schools must be added to the 
iBearcatsGlobal database by the hiring department by completing the “Add New Person” link.  Once 
entered into iBearcatsGlobal the hiring department should submit the “Other Immigration Status” 
eForm. (see How to Use eForms section for further instructions).
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Overview
In order to obtain E-3 status, the visitor must hold Australian citizenship and UC must be able to establish 
that the position meets the requirements of a “specialty occupation”.  “Specialty occupation” is defined 
as an occupation which “requires theoretical and practical application of a body of highly specialized 
knowledge in fields of human endeavor including, but not limited to: architecture, engineering, 
mathematics, physical sciences, social sciences, medicine and health, education, business specialties, 
accounting, law, theology and the arts.  It also requires the attainment of a Bachelor’s Degree or higher 
in a specific specialty, or its equivalent, as a minimum for entry into the occupation in the United States”. 
Therefore, the UC position must satisfy one of the following criteria:

• A baccalaureate degree or higher in a specific field of study must be the minimum entry 
requirement for the position;

• The degree must be common among organizations in the industry; 
• The particular duties of the position must be so specialized and complex that the knowledge 

necessary to execute the duties is normally associated with the attainment of a baccalaureate 
degree or higher.

The individual being hired must be able to demonstrate his/her qualifications for the position offered 
through documentation of the following:

• A U.S. baccalaureate degree or higher which is specifically related to and required by the specialty 
occupation;

• Work experience can help fulfill the baccalaureate degree requirement, but the work experience 
must be directly related to the proposed duties at UC.  In such cases, three years of direct work 
experience counts for one year of education;

• A foreign degree which has been evaluated by an accredited firm or organization to be equivalent 
to a U.S. baccalaureate degree which is specifically related to and required by the specialty 
occupation, this is required for all foreign degrees except those obtained in Canada, the United 
Kingdom or Australia.

Wages
UC must attest that, for the entire period of employment, the wage paid to the E-3 worker will be the 
greater of:

• The actual wage rate paid to workers at the place of employment with similar skills and 
qualifications in the occupational classification in question.  When appropriate, factors including 
education, work experience, job responsibilities and function, specialized knowledge and other 
legitimate business factors may be taken under consideration to substantiate higher wages paid 
to similarly situated workers; or

• The prevailing wage level for the occupational classification in the area of intended employment 
as established by the Department of Labor.  We are required to pay at least 100% of the Prevailing 
Wage Determination.

The hiring department will need to complete an Actual Wage Determination Form as part of the E-3 
application request.  This form will help us establish the actual wage for the position.
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Departments should take care to ensure that the prospective E-3 employee will be paid at least 
the average of what others in the department with similar duties, skills and qualifications make.

The Prevailing Wage Determination (PWD) will be obtained by UC International Services once an E-3 
eForm application is received.  The Prevailing Wage Determination is obtained from the Department of 
Labor. DOL determines the wage based upon a comparison between UC’s requirements as to the degree, 
training, skills and work experience and the requirements considered by the U.S. Department of Labor 
to be normal for the occupation.  The number of employees to be supervised by the foreign national is 
also a factor in the wage determination.  If the department requires additional years of experience above 
the required degree, the PWD will be significantly higher.  Hiring departments should take care when 
assigning experience, education and training to the position.  Minimum requirements for the job should 
be used, not the education or training of the prospective employee.  Typical processing time for a PWD is 
6 weeks.

Fees
There is a $460.00 application fee associated with obtaining an E-3 visa for the University if the visitor is 
applying for the status within the U.S.  The fee should be paid by the University.   There is no application 
fee if the visitor is outside the U.S. applying for E-3 status at the U.S. Consulate/Embassy.  However, the 
E-3 employee will need to pay the customary visa fee at a consulate if overseas.

Note:  The address to be put on the check is:  Department of Homeland Security, – California Service 
Center, 24000 Avila Road, 2nd Floor, Room 2312, Laguna Niguel, CA 92677.

E-3 Cap
There is an annual cap that limits the number of E-3 visas that can be approved each year. That number 
is 10,500.  Once this cap has been reached, no further E-3 visas can be approved. 

E-3 eForm Application Process
The hiring department must create an iBearcatsGlobal record for the individual using the “Add New 
Person” link and submit an E-3 eForm application to UC International Services.  Follow the instructions in 
the How to Use UC International eForms section.
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Overview
H-1B specialty workers are employed in many positions at the University of Cincinnati including: 
professors (tenure track or adjuncts); postdoctoral fellows; research assistants; etc.

The position must require at least a bachelor’s degree in a specific field of study. Jobs that don’t 
require a degree in a specific field (i.e. Liberal Arts or a wide range of fields) do not qualify for H-lB 
specialty worker status.
 
The application process for hiring an international visitor on H-1B specialty worker status is a 
cooperative effort between the hiring department, UC International Services, and the H-1B beneficiary. 
The most important thing to keep in mind about the H-1B process is that it is time consuming.  
Normal processing time is 180-240 days (unless premium processing is used) if everything goes 
smoothly. We recommend that you start the process early.  H-1B petitions can be submitted 6 months 
in advance of the desired start date.  Whether a new hire or extension, you should submit the required 
documents specified below to UC International Services 6 months in advance when possible. This will 
ensure that the international visitor will begin/continue employment as anticipated.

An applicant may not begin work at the University of Cincinnati until an H-1B is approved for UC. There 
is an exception for individuals who currently hold H-1B status as detailed in the “Portability of H-1B 
Status” section.  H-1B specialty workers have a maximum stay of 6 years no matter how many different 
employers they have.   Employment at UC can be granted for a maximum of 3 year increments.  There 
is an exception to the 6 year limit as described in the “Extensions beyond 6 Years for H-1B’s Awaiting 
Permanent Residence” section.  The process described in these instructions must be followed whether 
you are hiring an H-1B specialty worker for the first time or filing an extension.

Requirements for the H-1B Status
In order to obtain H-1B status, UC must be able to establish that the position meets the requirements 
of a “specialty occupation.”  “Specialty occupation” is defined as an occupation which “requires 
theoretical and practical application of a body of highly specialized knowledge in fields of human 
endeavor including, but not limited to, architecture, engineering, mathematics, physical sciences, 
social sciences, medicine and health, education, business specialties, accounting, law, theology and 
the arts, and which requires the attainment of a Bachelor’s Degree or higher in a specific specialty, or 
its equivalent, as a minimum for entry into the occupation in the United States”. Positions that can be 
filled with general knowledge (Liberal Arts) or a multitude of different majors do not qualify for H-1B 
Specialty Worker status. Therefore, the UC position must satisfy one of the following criteria:

• A baccalaureate degree or higher in a specific field must be the minimum entry requirement for 
the position;

• The degree must be common among organizations in the industry; or 
• The particular duties of the position must be so specialized and complex that the knowledge 

necessary to execute the duties is normally associated with the attainment of a baccalaureate 
degree or higher.
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The individual being hired must be able to demonstrate his/her qualifications for the position offered 
through documentation of one of the following:

• A U.S. baccalaureate degree or higher which is specifically related to and required by the specialty 
occupation;

• Work experience can help fulfill the baccalaureate degree requirement, but the work experience 
must be directly related to the duties at UC.  In such cases, three years of direct work experience 
counts for one year of education;

• A foreign degree which has been evaluated by an accredited firm or organization to be equivalent 
to a U.S. baccalaureate degree which is specifically related to and required by the specialty 
occupation;

• Medical doctors must have an unrestricted state license to practice the specialty occupation in the 
state of intended employment.

Wages
UC must attest that, for the entire period of employment, the wage paid to the H-1B specialty worker 
will be the greater of:

• The actual wage rate paid to workers at the place of employment with similar experience and 
qualifications in the occupational classification in question.  Factors including education, work 
experience, job responsibility and function, specialized knowledge and other legitimate business 
factors may be taken under consideration; 

• The prevailing wage level for the occupational classification in the area of intended employment.  
We are required to pay at least 100% of the Prevailing Wage Determination.

Hiring departments will be required to complete an “Actual Wage Determination Form” as part of 
the H-1B application.  This form will help us establish the actual wage for the position.  Departments 
should take care and ensure that the prospective H-1B employee will be paid at least the average of 
what others in the department with similar duties, experience and qualifications make.

The Prevailing Wage Determination (PWD) will be obtained by UC International Services once an 
H-1B application eForm is submitted.  The Prevailing Wage Determination is obtained from the 
Department of Labor and is determined, in part, by degree level, experience and training required for 
the position.  If you require additional years of experience above the required degree, the PWD will be 
significantly higher. Hiring departments should take care when completing the H-1B request and only 
put additional years of experience or training when it is actually a requirement for the job.  The degree 
indicated should be the minimum degree required for the job, not the degree held by the prospective 
employee.  A PWD typically takes six weeks to obtain.

Fees
The application fee for H-1B specialty worker petitions is $460.00.  This fee must be paid by the hiring 
department. 



H-1B SPECIALITY WORKER EMPLOYEES

   UC International Services Hiring Students         15

A fraud prevention and detection fee is required for all employers who are filing a “new” H-1B 
petition. The “new” H-1B filing fee is $500.00.  A “new” case would include someone being hired at UC 
for the first time, or someone who currently holds another nonimmigrant status (J-1, F-1) and wants 
to change status to H-1B. This fee does not apply to extension petitions for H-1B status holders who 
currently work at UC.  The hiring department must pay this fee, when applicable.  

If dependents will be included in the petition, an additional fee of $455.00 must be submitted for the 
first dependent and an additional $85 (biometric fee) for each additional dependent. This fee can be 
paid by the prospective employee or the hiring department.

A premium processing fee is an optional fee that may be paid when circumstances warrant a quick 
approval. The fee is $1,440.00. Payment of the premium processing fee will ensure that a decision on 
the H-1B petition is made within 15 days.  It usually takes 3 to 4 weeks for UC International Services to 
receive the formal answer (approval or denial) in the mail. Any department wishing to use this option 
must notify UC International Services of the intention when submitting the request for H-1B status by 
including an additional $1,440.00 with the other checks. The premium processing fee must be paid 
by the hiring department, not the individual being hired, unless the need for expedited processing 
is personal, not business related.  Business reasons would include, but are not limited to, the H-1B’s 
current status expiring before the petition would normally be approved.  Personal reasons would 
include the H-1B specialty worker needing to travel in the near future. The “H-1B Premium Processing 
Policy and Employee Attestation” must be completed and submitted by the employee in cases where 
the employee wants to pay the premium processing fee for personal reasons.

Note:  The address to be put on checks is:  Department of Homeland Security, – California Service 
Center, 24000 Avila Road, 2nd Floor, Room 2312, Laguna Niguel, CA 92677.

Please be prepared for this process to take SIX MONTHS, from collection of necessary letters, 
documents, checks, etc. to processing time at USCIS.  PLEASE ALLOW ENOUGH TIME!!! 

Portability of H-1B Status
H-1B non-immigrants may change jobs or employers upon the filing of a new petition (once the USCIS 
receipt is received) by the new employer as long as the individual is in lawful H-1B status at the time 
of filing and has not engaged in any unauthorized employment since his or her last lawful admission.  
An individual currently authorized to work for one department at UC on H-1B status is not permitted 
to change departments unless a new H-1B application is submitted by the new department.  If the 
employed individual plans to change positions with the same department, a new H-1B application is 
required.

H-1B eForm Application Process
The hiring Department must create an iBearcatsGlobal record for the individual using the “Add New 
Person” link and submit an H-1B eForm application to UC International Services to have an H-1B 
processed.  See the “How to Use UC International eForms” section for further instructions.
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Overview
The purpose of the University of Cincinnati’s J-1 exchange visitor program is to provide courses of 
study, lecturing, and research opportunities in the various fields of instruction and research conducted 
by the University of Cincinnati for qualified international students, professors, research scholars, 
short-term scholars, specialist and Interns to promote the general interest of international educational 
and cultural exchange.  Not everyone qualifies to be a J-1 exchange visitor.  Below are the defined 
categories for which the University of Cincinnati is authorized:

Student -  An international visitor coming to the U.S. to engage full-time in a degree program or a 
prescribed course of study (non-degree).  Non-degree students have a two-year maximum stay.

Professor - An international visitor coming to the U.S. primarily to teach/lecture (5-year 
maximum).

Research Scholar - An international visitor coming to the U.S. to engage primarily in research, 
observe or consult in conjunction with a research scholar (5-year maximum).
Short-Term Scholar - An international visitor coming to the U.S. for the purpose of lecturing, 
observing, consulting, training or demonstrating special skills for a period not to exceed 6 months.

Specialist - An international visitor who is an expert in a field of specialized knowledge or skill, 
coming to the U.S. for observing, consulting, or demonstrating special skills (one-year maximum).

Intern – An international visitor who is enrolled in and pursuing a degree at an accredited post-
secondary academic institution outside the United States or an individual who has graduated 
from such an institution no more than 12 months prior to their exchange visitor program begin 
date.  The purpose is to participate in a structured and guided work-based internship program 
in his or her specific academic field and provides on-the-job exposure to American techniques, 
methodologies, and expertise, and enhances the Intern’s knowledge of American culture and 
society.  Participation as an Intern is limited to 12 months.  Internships must be full-time positions 
consisting of at least 32 hours per week.
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J-1 eForm Application Process
To request a DS-2019 for J-1 Exchange Visitor status the sponsoring department must create an 
iBearcatsGlobal record for the visitor, using the “Add New Person” link, and submit the appropriate 
J-1 Application eForm to UC International Services.  Please be aware that there are multiple J-1 
applications for different populations and departments.  Please make sure you use the appropriate 
J-1 application eForm based on the purpose of the visit or the population you serve.  J-1 application 
options include:

• J-1 Scholar Application (for UC Departments)
• J-1 Scholar Application for Cincinnati Children’s Hospital
• J-1 Intern Application (for UC Departments)
• J-1 Intern Application for Cincinnati Children’s Hospital
• J-1 Exchange Student Application

Knowing which J-1 eForm to select is key. Exchange students are coming to study for one or two 
semesters and will be enrolled full time in classes. Interns are students enrolled at institutions 
overseas coming to engage in projects for up to one year that are part of their program of study. 
Professors and research scholars are the most typical kind of J-1 visitors and for that the “J-1 Scholar 
Application” is used. 

See the “Submitting Specific eForm Requests” section for further instructions.

J-2 Dependents
Spouses and children of J-1 exchange visitors are classified with J-2 status.  They are eligible to apply 
for an Employment Authorization Document; once granted, they are employable.  The EAD will have 
an expiration date.  J-2 EAD’s are typically issued for one year intervals, or until such time that the J-1’s 
DS-2019 expires, whichever is sooner.  A J-2 is not permitted to continue employment unless the EAD 
is renewed in a timely manner.  J-2 dependents can stay only as long as the J-1 spouse.  J-2 spouses 
and children of J-1’s sponsored by UC can obtain assistance with applying for a J-2 work permits 
from UC International Services.   If a J-2 is hired by UC, the hiring department will need to create an 
iBearcatsGlobal record for the visitor and submit the “Other Immigration Statuses” eForm to facilitate 
onboarding once the dependent has a work permit.
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Overview
O-1 status is available to persons of extraordinary ability in the sciences, business, athletics, and 
education (although O-1 status is also available to persons of extraordinary ability in the arts, the 
standards are different).  O-1 status is an excellent option for those subject to the J-1 two year foreign 
residence requirement and who are not eligible for H-1B specialty worker status.  Similarly, the O-1 
option should be considered when an H-1B visa holder is ineligible for further extensions and does not 
desire to, or cannot obtain permanent resident status.  

To qualify as a person of extraordinary ability there must be evidence that the visa beneficiary has 
earned acclaim by the receipt of a major internationally-recognized award (Nobel Peace Prize, etc.) or 
at least three of the following:

1. Receipt of lesser nationally-or internationally-recognized prizes or awards for excellence.

2. Membership in associations in the field which require outstanding achievements of their 
members, as judged by recognized experts.

3. Evidence of the beneficiary’s authorship of scholarly articles in his or her field, in professional 
journals, or other major media.

4. Published material in professional or major trade publications or major media about the 
beneficiary and his or her work.

5. Evidence of participation on a panel, or individually, as the judge of the work of others.

6. Evidence in the form of letters or affidavits from prominent colleagues who can confirm the 
beneficiary’s original contributions of major significance to his or her field.

7. Evidence that the beneficiary has been employed in a critical or essential capacity for 
organizations and establishments that have a distinguished reputation.

8. Evidence that the beneficiary has commanded and now commands a high salary or other 
compensation for services.

Even if three of the above forms of evidence are produced, O-1 status will not be accorded unless 
a “peer group” writes an advisory opinion, based upon a review of the evidence to be submitted to 
the DHS, which concludes that the beneficiary has risen to the top of his or her field of endeavor.  
The regulations of the DHS define a “peer group” as a “group or organization which is comprised 
of practitioners of the alien’s occupation who are of similar standing with the alien and which are 
governed by such practitioners.”  A “peer group” can also be “a person or persons with expertise in the 
field.”
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Preparing and filing an O-1 request will depend on the coordinated activities of the hiring department, 
UC International Services, and the beneficiary.  An O-1 nonimmigrant visa petition, like other work-
related visa petitions, is filed by a U.S. employer on behalf of an existing or prospective employee.  
Thus, an O-1 visa petition belongs to the employer and it entitles the visa holder to work only for the 
petitioning employer.  Please note, it does not entitle the spouse of child of an O-1 visa holder to work.  
The intent of the application is to prove that the beneficiary is one of the small percentages of persons 
who have risen to the very top of their field.  

The application fee of $460.00 must be paid by the hiring department.  Premium processing can also 
be requested for an additional fee of $1,440.00.  Both checks should be made out to the Department 
of Homeland Security.

Note:  The address to be put on checks is:  Department of Homeland Security, – California Service 
Center, 24000 Avila Road, 2nd Floor, Room 2312, Laguna Niguel, CA 92677.

O-1 eForm Application Process
The hiring department must create an iBearcatsGlobal record for the individual using the “Add New 
Person” link and submit an O-1 Employee Application eForm application following the instructions 
provided in the How to Use UC International Services eForms section. 
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Overview
Under NAFTA (North American Free Trade Agreement), Canadian and Mexican professionals may apply 
to enter the U.S. under the TN visa classification.  The TN process for Canadian professionals (TN-1) 
does not require a visa application.  The TN process for Mexican professionals (TN-2) requires a visa 
appointment with the U.S. Consulate.  The result is that qualifying Canadian nationals trained in one 
of the published list of professions may obtain TN visa status and enter the U.S. in one day by applying 
at the U.S. port-of-entry.  It will take Mexican nationals longer due to the need to have a visa prior to 
entry.

TN is a temporary employment status and therefore should not be used for tenure track positions.  
Departments wishing to bring international visitors to campus on TN status should write a visit letter 
detailing the nature of visit and the length of time for the employment (not to exceed 3 years).  A letter 
should also be written to U.S. Customs and Border Protection addressing the requirements for the job 
and the qualifications of the visitor for TN status.  

Application for extensions of the TN status may be filed with the DHS by mail, and are processed in 4-6 
months.  There is a $460.00 application fee for TN petitions submitted within the country.  To save time 
and resources, it is recommended that the employee go back to the border/Consulate to obtain TN 
status in all cases.

Key TN Issues
Main procedural step: Apply at the U.S./Canadian border (TN-1) or US Consulte/Embassy (TN-2)
Initial duration of status: Three year maximum.
Total time-limit cap on category: No time cap.
Processing time: Instant approval.
Major advantage: Quick.
Major disadvantage: Not all professions qualify; can’t be used for permanent positions.

TN eForm Application Process
The hiring department must create an iBearcatsGlobal record for the individual using the “Add New 
Person” link and submit a TN Employee Application eForm application following the instructions 
provided in the How to Use UC International Services eForm section. 
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Other Immigration Statuses that Allow for Employment
The previous pages discussed the most common employment visas that UC will see when hiring 
international workers.  However, there are other statuses that allow individuals to be hired.  These 
statuses do not require a specific eForm like E-3, H-1B, J-1, O-1 or TN statuses.  However, the hiring 
department will be required to create an iBearcatsGlobal record for the prospective employee using 
the “Add New Person” link and submit the “Other Immigration Statuses” eForm.  The employee will also 
need to be onboarded by UC International Services prior to the first day of employment.  Please follow 
the instructions provided in the How to Use UC International Services eForm section. 

Status Description
ADJ Individuals who have applied for permanent residence are generally referred to as 

being in the “Adjustment of Status” process.  These individuals are legally allowed to bein the U.S. and 
can work with an Employment Authorization Document (EAD) issued by the Department of Homeland 
Security.

A-1 Head of State, government, official equivalent to U.S. cabinet members, presiding officer of a national 
legislative body, or member of a nation’s highest judicial tribunal, ambassador, public minister, career 
diplomat, or consular officer accredited by a foreign government.  This includes immediately family 
members (spouse and children).  These individuals can work with an Employment Authorization 
Document (EAD) issued by the Department of Homeland Security.

EAD In addition to individuals in the adjustment of status process and some other immigration 
statuses discussed in this section, there are other situations (like deferred action) that could allow 
an international visitor to obtain an Employment Authorization Document (EAD) issued by the 
Department of Homeland Security.  Any international visitor with a valid EAD is permitted to work.

E-2 Spouse or dependent children of a Treaty Investor.  Spouses can work with an Employment 
Authorization Document (EAD) issued by the Department of Homeland Security.

F-1 Non-UC students attending other institutions who are authorized for Optional or Curricular Training.  
Students on Optional Practical Training will have an Employment Authorization Document (EAD) 
issued by the Department of Homeland Security.  Students on Curricular Practical Training will have 
an I-20 endorsed for employment at UC.

H-4 Spouse or an H-1B specialty worker.  Spouse can work with an Employment Authorization Document 
(EAD) issue by the Department of Homeland Security.  However, the spouse must meet specific 
criteria to qualify for the EAD (i.e., not all H-4 spouses can obtain an EAD).

J-1 Non-UC students attending other institutions who are authorized for Academic Training.  Students on 
Academic Training will have a DS-2019 endorsed for employment at UC.

J-2 Spouse or dependent children of a J-1 exchange visitor.  Both spouses and children can work with an 
Employment Authorization Document (EAD) issued by the Department of Homeland Security.

K-1 Fiance or Fiancee of a U.S. citizen.  These individuals can work with an Employment Authorization 
Document (EAD) issued by the Department of Homeland Security.

L-2 Spouse or dependent child of an L-1 Intra Company Transferee.  Spouses can work with an 
Employment Authorization Document (EAD) issued by the Department of Homeland Security.

TPS Temporary Protected Status.  These individuals are from countries which the Department of 
Homeland Security has designated as “countries in distress”.  These individuals can work with an 
Employment Authorization Document issued by the Department of Homeland Security.
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UC International Services offers immigrant visa processing assistance to all campuses.  We will meet 
with all full-time faculty and professional staff, teaching and non-teaching, to discuss options for 
permanent residence, and will endeavor to assist in the immigrant visa process whenever possible.  
The University will provide full immigrant visa services for teaching faculty (actual classroom teaching 
must be involved), and for non-teaching permanent professional positions.  Departments should 
not use outside counsel unless recommended to do so by UC International Services.  When outside 
counsel is used, the hiring department MUST pay the attorney fees.  UC International Services will 
not provide immigration assistance for applications based upon Outstanding Professor/Researcher, 
National Interest Waivers (NIW’s), marriage to a U.S. citizen or other family based sponsorships, or the 
visa diversity lottery.

In order to qualify for permanent residence, the position must be full-time and defined as permanent 
by UC.  A permanent position is one that does not have a definite termination point defined either by a 
date or the completion of a project or assignment, is not seasonal or intermittent, and is not presently 
intended or contemplated by the department to have some specified end date in the future.  Please 
note that postdoctoral fellowships and “visiting” positions of any kind are not considered permanent by 
the university.

Before beginning this process, the department should make an appointment with UC 
International Services to discuss the procedures and specific requirements.  If it is determined 
that the job and the employee meet the criteria for one of the permanent resident categories, UC 
International Services will work with the department to ensure that the minimum job requirements 
and offered salary are in compliance with Department of Labor (DOL) standards and formulate the 
appropriate advertising efforts.  Upon completion of the recruitment efforts, the hiring department 
must submit a Permanent Resident eForm to UC International Services.  There are separate eForms for 
teaching and non-teaching positions.  See the section on How to Use eForms for further instructions.  
However, an understanding of the process is essential for success.

The permanent residency process for faculty and professional positions generally entails three phases. 
UC International Services assists with all three steps, which are: 1) Labor Certification; 2) UC’s filing of 
an I-140 petition requesting an immigrant visa for the foreign national, once the Labor Certification 
Application is approved; and 3) the foreign national’s filing of an I-485 application to adjust status to 
permanent residence.  

It is essential that attention is paid to Labor Certification Application (LCA) filing deadlines with respect 
to requisite advertising timeframes and the foreign national’s ability to preserve work eligibility and/or 
a non-immigrant status such as H-1B.  For example, in order to request additional H-1B time beyond 
the initial six year limit, the LCA must be filed before the end of the fifth year of H-1B status.  If no LCA 
is required, the I-140 must be filed prior to the end of the fifth year of H-1B status.



PERMANENT RESIDENT PETITIONS

   UC International Services Hiring Students          23

Immigrant visas are allotted by the Department of State based upon the type of employment and the 
foreign national’s country of birth.  Information as to availability of immigrant visa numbers is provided 
in the Department of State’s monthly Visa Bulletin, which can be accessed at http://travel.state.gov/
visa/frvi/bulletin/bulletin_1360.html.  The worldwide level for annual employment-based preference 
immigrants is at least 140,000.  If there are more applicants than available visas, then the category 
is considered to be oversubscribed.  If that is the case, a “priority date” is listed for the backlogged 
category, meaning that only applicants who have a priority date earlier than the cut-off date may be 
allotted an immigrant visa number.  The foreign national’s priority date is the date on which the LCA is 
filed, or if an LCA is not necessary, the date of the I-140 filing.  An I-485 application cannot be filed (or, if 
pending, adjudicated) if the foreign national’s priority date is not current.

Below is an overview of the Labor Certification process for teaching and non-teaching professional 
positions.   

For Teaching Positions
• The job must include actual classroom teaching.

• The position must have been advertised in a national professional journal/publication.  The ad can 
be a paper/print advertisement or may be electronic, if subscription or membership fees are not 
required to view the posting.  When using the electronic advertisement option, the posting must 
be viewable for at least 30 days.

• The foreign national selected must have been found to have been more qualified than any U.S. 
workers who applied for the job.  U.S. worker is defined as a U.S. citizen, U.S. national, permanent 
resident or temporary permanent resident, refugee or asylee.

• The formal offer letter must have been issued within 18 months of the date on which the labor 
certification application is submitted to the Department of Labor.

• Copies of the CVs received from all applicants must be retained and provided to UC International 
Services for the required audit file.

• A Report of Recruitment must be prepared, printed on UC letterhead. and signed by the 
Department Head.

• At least 30 days prior to the date on which the Labor Certification Application is filed for a 
faculty or any other union position, a notice of such a filing must be submitted to the union.  
When calculating the 18 month filing window, it is important to allow time for issuance of the 
aforementioned Notice of Filing.

• UC International Services must obtain a prevailing wage determination from the  Department of 
Labor (DOL).  This step may be done upon our receipt of the completed eForm and supporting 
documentation.  The prevailing wage request is submitted online and a response is received 
generally within six weeks.  When calculating the 18- month filing window, it is important to allow 
time for receipt of the prevailing wage determination.  The hiring department must agree that 
the foreign national will be paid no less than the prevailing wage at the time the foreign national 
receives his/her green card. 

• Additional recruitment efforts are not required, but, if conducted, should be indicated on the 
eForm and copies of the corresponding ads should be provided.

http://travel.state.gov/visa/frvi/bulletin/bulletin_1360.html
http://travel.state.gov/visa/frvi/bulletin/bulletin_1360.html
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For Non-Teaching Professional Positions
• In order to qualify for Labor Certification, the U.S. Department of Labor requires UC to prove 

that no minimally qualified U.S. workers are available to fill the position at the time of filing.  U.S. 
worker is defined as a U.S. citizen, U.S. national, permanent resident or temporary permanent 
resident, refugee or asylee.  Note:  Individuals who meet all minimum requirements, but indicate 
they have accepted other employment or would not accept the UC position for any reason 
(offered salary or benefits, etc.), are not considered to be an “available U.S. worker.”

• An applicant may not be rejected if the worker “can acquire the skills necessary to perform 
the duties involved in the occupation during a reasonable period of on-the-job training.”  No 
explanation is provided for the term “reasonable” period.

• UC International must obtain a prevailing wage determination from the Department of Labor 
(DOL).  The prevailing wage request is submitted on-line and a response is received generally 
within four to six weeks.  The Department must provide the following in order for UC International 
Services to formulate the prevailing wage request: specific job duties, minimum required 
academic degree level and field of study; amount and type of required work experience; amount 
and type of required training; required special skills and licenses.  The hiring department must 
agree that the foreign national will be paid no less than the prevailing wage at the time the foreign 
national receives his/her green card. 

• A job order for the position must be placed for 30 days on the Ohio Department of Labor’s SCOTI 
(Sharing Career Opportunities & Training Information) system.  The LCA cannot be filed until 
at least 30 days after the 30 day posting period has ended to allow sufficient time for applicant 
responses.  UC International Services will assist the employing department with this process.  
Information about registration is found at https://scoti.ohio.gov/scoti_lexs/employer/register.
do and specific detail as to the job order placement is located at http://jfs.ohio.gov/owd/flc/
placingorder.stm.  

• The position must be advertised in two Sunday Cincinnati Enquirer editions.  The ads can appear 
on two consecutive Sundays.  

• Three additional recruitment steps must be selected from the following ten options:  Job fairs; 
Employer’s website; Job Search website other than employer’s; On-campus recruiting; Print ad 
with trade or professional organization; Private employment firm; Employee referral program; 
Campus placement office; Local and ethnic newspapers; Radio and television advertisements. The 
employing department should consult with UC International Services as to the most appropriate 
types of advertising, the duration of the ads and related response times for applicants.  It is 
possible that the Department of Labor may review the employer’s choices for optional recruitment 
as to the reasonableness and likelihood that they are forums most likely to produce U.S. workers.

• None of the advertising efforts may have taken place more than 180 days prior to the filing of the 
Labor Certification Application.  One of the three “additional recruitment steps” may take place 
within 30 days of the LCA filing.

• Copies of the CVs received from all applicants must be retained and provided to UC International 
Services for the required audit file.
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• A Report of Recruitment must be prepared, printed on UC letterhead, and signed by the 
Department Head. 

• A notice of filing must be posted for ten consecutive business days in a conspicuous location 
where the foreign national will work, prior to the filing of the Labor Certification Application.  If the 
sponsoring department normally recruits for similar positions through in-house media (electronic 
or printed), the “Notice of Filing” must also be placed in such media for 10 consecutive business 
days, or per the department’s normal procedure, whichever is longer.  The Labor Certification 
Application may not be filed any earlier than 30 days after the end of the required 10-day posting 
period.

Immigration Issues Arising in the Advertising, Search, and Appointment 
Process For Faculty Positions 

United States citizens and lawful permanent residents of the United States (green card holders) are 
authorized to work permanently in this country. This guidance addresses the faculty search process 
as it interfaces with individuals who are neither U.S. citizens nor lawful permanent residents of the 
U.S. For purposes of this document, they are called foreign nationals.

Virtually every tenure-track faculty searches draws some foreign national applicants: students 
completing U.S. degrees, individuals working elsewhere in the U.S. or candidates from abroad. 
In some searches foreign nationals predominate the pool. Every year UC hires dozens of foreign 
nationals for tenure-track positions. Before the foreign national commences employment at UC, he 
or she must hold an appropriate visa classification, most frequently H-1B. Shortly thereafter, the 
university will seek a “labor certification” on behalf of that new foreign national faculty member. 
This is a determination by the U.S. Department of Labor that the individual was selected as the 
best qualified, available candidate pursuant to a full, fair and open search. In most instances labor 
certification is the prerequisite for the university’s immigrant petition on that person’s behalf and, 
ultimately, for the faculty member’s application for permanent resident status and the derivative 
application(s) of his or her dependent family members. 

For a labor certification to be granted the U.S. Department of Labor requires certain procedures to 
be followed. While they are not contrary to university policies or practices, they impose additional 
elements which must be precisely followed if we are to obtain a labor certification on behalf of our 
new faculty member. Consequently, to protect both the university (seeking to hire and retain the best 
faculty) and our faculty, (seeking to join UC and remain lawfully in the U.S.) the following guidance 
should be considered in every faculty search.  Following these instructions will help ensure that the 
department/college will not have to conduct another search for a position that is already filled. 
 

Advertising the Position
1. The position must have been advertised in a national professional journal. The ad can be in print 

or online. However, if the ad is online, the job listing MUST be viewable to the public without 
payment of subscription and/or membership fees. In addition, online ads must be posted for 
at least 30 calendar days. The hiring department must be able to provide documentation of all 
advertising, which includes a copy of the actual ad, as it appeared in the journal or online source. 
For print ads, a tearsheet/copy of the entire page containing the UC ad is required.  Online ads 
should be printed from the website on at least the first day and last day on which the ad ran.
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2. At minimum, all ads should identify the university, the location of the employment (Cincinnati, 
Ohio), the position title and duties, and the minimum qualifications required. Needless to say, 
the successful candidate must meet all stated requirements, and all candidates who apply need 
to be evaluated against all stated requirements.  It is not OK for any ads to merely state that 
multiple openings/positions are available, without a brief overview as to the job title, duties, and 
requirements for each position (per the regulations, which are attached). To do otherwise would 
constitute a pointer ad, which is not acceptable to the Department of Labor.

3. At minimum, the print ad should identify the university, the location of the employment 
(Cincinnati, Ohio), the position and the minimum qualifications required. Needless to say, the 
successful candidate must meet all stated requirements, and all candidates that apply need to be 
evaluated against all stated requirements. 

4. The minimum qualification should identify the degree required, For example, a Ph.D. in “Civil 
Engineering” or a Ph.D. in Biochemistry, Molecular Biology or a related field”. The ad should not 
merely ask for “an earned doctorate” without identifying the field or a set of related fields and the 
related fields should be limited in scope as positions that can be filled by a broad array majors will 
not qualify for H-1B specialty worker status.

5. If a candidate may be hired “ABD”, state that. For example “a Ph.D. or ABD in Finance” or “the 
completion of all requirements for the Ph.D. in Chemical Engineering except for the dissertation”. 
If the degree will be required by a specific date, indicate that too.  For example, “a Ph.D. in 
Chemical Engineering is required by the date of hire.”  We may not obtain a “labor certification” if 
the successful applicant does not meet the standard specified in the ad. 

6. If a sub-specialty is required, it must be stated (a degree in 20th Century French Literature for 
example). 

7. If experience is required, it must be stated in measurable terms. For example, “two years post-
doctoral experience in Animal Nutrition”, or “two academic years of teaching experience in 
Physics”.

8. If a professional license is required, it must be stated. (“a medical license is required by the date of 
hire”).

9. It is advisable to not state “preferred” qualifications. The Department of Labor, charged with 
protecting the domestic labor market, views preferred qualifications as required qualifications 
because a domestic applicant who does not meet a preferred qualification would be deterred 
from applying. Consequently, if a qualification is truly required, state it; otherwise, do not. 

10. Please avoid listing “ideal” qualifications or making vague references to qualifications which are 
neither quantified (measurable) or qualified.

Examples to AVOID include:
• “Diverse teaching experience and publications are highly desirable.”
• “Prefer applicant to have experience serving a diverse population of open admissions 

undergraduates.”
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• “A master’s degree is required; a doctoral degree is preferred.”
• “Transatlantic interests desirable.”
• “Must have demonstrated a developing national reputation…” 
• “Candidates must show evidence of commitment to research and excellence in teaching.”
• “Should have extensive professional experience in subject area.” 
• “Proven record of undergraduate and graduate teaching and scholarly research.”
• “Seeking an outstanding researcher in field.” 
• “Understanding of software/application.” OR “Exposure to software/application.”
• “The successful candidate should have post-doctoral research experience and a record of 

substantial research accomplishments.” 
• “Must have high-quality scholarly potential.” 
• “Emerging record of professional activity and teaching experience at the university level are 

required.”
• “Demonstrate strong communication skills, and be able to work collaboratively with other 

professionals and students.”

Examples to include:
• If a department wants someone who has published in his/her field, instead of saying “Must have 

demonstrated scholarly research potential,” the ad should say “Must have at least two peer-
reviewed publications in the field of insert name the field.”

• If a department wants someone who has both research and teaching experience, instead of 
saying “Candidates must show evidence of commitment to research and excellence in teaching,” 
the ad should say “Candidates must have one year of research experience in the area of identify 
area/field and two academic years of teaching insert subject matter at the university level, with 
documented positive student or colleague reviews.”

The hiring department is responsible for printing documentation of all advertising related to the 
search.

11.  When in doubt, please check with UC International Services before advertising to determine if 
anything placed in the ad will exceed what the Department of Labor considers to be “normal” which, 
in the event of a Labor Certification Application (LCA), would require documentation as to business 
necessity and likely would trigger an audit.  

Visa Fees
The university wants to hire the best qualified applicant and does sponsor individuals for H-1B, TN, 
O-1 and E-3 visa classifications.  A tenure track faculty position cannot be hired using the J-1 exchange 
visitor, TN or E-3 visa classifications.  UC will also pursue permanent resident status via Labor 
Certification.  The University (the hiring department) is responsible for paying all costs associated with 
employment visas for the candidate of choice.  The department can choose to pay the application 
fees associated with dependents or have the candidate pay those fees.  In the permanent resident 
process the hiring department is responsible for paying the I-140 application fee.  The department 
can choose to pay the I-485 related fees and/or the fees associated with dependents or the 
department may choose to have the candidate of choice pay those fees.  Candidates are often aware 
of visa-related issues and may raise these questions themselves asking what fees UC will or will not 
pay.  
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Fees that can be paid by the candidate can become of source of negotiation between the hiring 
department and the candidate of choice.  Search committees that encounter such questions can 
contact UC International Services for advice.

After Making an Offer
After making an offer to a faculty candidate who will need visa sponsorship, please contact UC 
International Services immediately for advice on the candidate’s eligibility for employment at UC 
(both temporarily and on a permanent basis) and, if your offer is accepted, for instructions on how 
to submit the visa request using the iBearcatsGlobal system.  The hiring department will need to 
complete the hiring process in Success Factors as well as submit the appropriate visa request in 
iBearcatsGlobal. Time, of course, is of the essence because, by law, a foreign national may not be 
employed unless he or she is authorized. (Furthermore, by law, an employer may not employ an 
individual without authorization).

After the faculty member joins the University, the hiring department will also work with UC 
International Services for assistance in obtaining a labor certification and permanent resident 
classification for that individual.  The Labor Certification request must be filed with the Department of 
Labor with 18 months of the position offer date and the preliminary processes associated with Labor 
Certification take multiple months, so the process should be started early.

Any offer to a foreign national should include the statement that “This offer is 
contingent upon your having employment authorization from the U.S. Citizen and 
Immigration Services to assume this position. We will assist you in obtaining the 
appropriate visa classification.  Tenure will be contingent upon obtaining permanent 
residence and we will assist you in obtaining permanent residence through Labor 
Certification.  Other pathways to permanent residence can be pursued, however, UC 
International Services will not assist with processing those petitions.”
 

Please note:
The University assumes a significant responsibility in undertaking visa sponsorship. 
Sponsorship must be consistent with applicable laws and regulations as well as with institutional 
guidelines.  Consequently, University policy requires that departments process all immigration 
applications and petitions relating to foreign faculty and staff through UC International Services. A 
unit may not relinquish UC control of visa sponsorship to an outside attorney, even if an employee or 
prospective employee offers to pay for such services.

Preparing the Labor Certification Application, Immigrant Petition, Permanent Residence, UC 
International Services works closely with hiring units to prepare the application for labor certification, 
utilizing sample forms and letters for many of the supporting materials. Every fall it convenes chairs/
heads, departmental secretaries or administrative assistants and the new foreign faculty members for 
an explanation of the process, the distribution of materials and a question and answer period. 
Following the approval of the labor certification, UC International Services works with the department 
and the faculty member to prepare the immigrant petition and file it for the university. In addition, UC 
International Services assists the foreign faculty member (and dependent family members) to prepare 
and file the application(s) to adjust status to permanent residence. 
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Note:  all advertised requirements must be included in a Labor Certification Application (LCA).  
Subjective advertised requirements, such as “must have demonstrated a developing national 
reputation“ would need to be objectively described/quantified in the event an LCA is necessary.

Also Note: The sponsoring employer is not permitted to tailor the requirements to the foreign 
national’s credentials. The Department of Labor is adamant that only actual minimum requirements 
be reported in an LCA. The regulations specifically state that the employer “must not have hired 
workers with less training or experience for jobs substantially comparable to that involved in the 
job opportunity.” Thus, Departments must be consistent with prior hiring practices when setting 
minimum requirements.

Regulatory Citations
20 CFR 656.17 and .18
BALCA decision on the Matter of East TN State University

Permanent Resident eForm Application Process
The hiring department must submit a Permanent Resident eForm application (the employee should 
already exist in the iBearcatsGlobal system, so there is no need to use the “Add New Person” link) 
following the instructions provided in the “Submitting Specific eForm Requests” section. In most cases 
this process can and should be started while other immigration petitions are being processed (H-1B 
petition for example).  
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Onboarding for International Workers
All international workers must be onboarded by UC International Services prior to beginning 
employment.  International staff who have not been onboarded will not be allowed to attend HR 
orientation per HR policy.  All international worker names (students, faculty and staff) must appear in 
Success Factors (must be hire complete) in order to be onboarded.  All visa processing for faculty and 
staff must be completed prior to onboarding.  

Students

Once they are in the Success Factors system, students must submit the “Employment Eligibility 
Verification/Social Security Letter Receiving a UC Paycheck” eForm to UC International Services.  At 
that time, UC International Services will then send the links to the onboarding documents, with 
instructions for making an appointment for I-9 processing.  Hiring departments should not instruct 
students to walk over to our office to be onboarded.  We have an electronic eForm request 
process that must be followed.  Students cannot begin work until UC International Services has 
verified the I-9 onboarding documents in Success Factors  Please be aware that our office can take 
up to five (5) business days to process the request.

Staff

International staff must attend HR orientation on the Monday of their first day of employment.  
All international staff must be “hire complete” and be in the Success Factors system and must 
have been onboarded by UC International Services by the Friday preceding attendance at HR 
orientation.

Faculty

International faculty must be onboarded by UC International Services prior to their first 
day of employment.  All international faculty must be “hire complete” and be in the Success 
Factors system and must have been onboarded by UC International Services by the first day of 
employment.   International faculty are not required to attend HR orientation.

Reverification
Many international workers have expiration dates on their immigration documents.  An H-1B 
employee, for example, has an end date on the approved petition.  Hiring departments must be 
aware of current expiration dates for employment and should timely process the appropriate eForm 
to extend the employee’s stay ensuring that he/she stays legal and that there is no interruption in 
employment.   Timely means 6 months in advance of the current expiration date. 
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Visiting Delegations and Non-paid Visitors
International visitors coming as part of a visiting delegation as well as any non-paid individual visitor 
must be on record with UC International Services.  For visiting delegations (more than one visitor 
coming from the same institution) the Visiting Delegations eForm can be used to get the visitors on 
record with our office.  For individual visitors the sponsoring department will be required to create 
an iBearcatsGlobal record for the prospective visitor using the “Add New Person” link and submit 
the “Other Immigration Statuses” eForm when the visitor will be paid or the “Visiting Scholar Request 
(unpaid visitors)” for those who won’t be paid. Please follow the instructions provided in the How to 
Use UC International Services eForm section.
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Many eForms submitted by a student/scholar for immigration benefits will require certification by 
an academic advisor. Requests submitted by departmental personnel in the hiring process in the 
iBearcatsGlobal system require certification by the department head. In these cases the advisor or 
department head is sent an email by the system that includes a link to the request. Some examples 
of situations that require certification of an academic advisor to include: Curricular Practical Training; 
Optional Practical Training; Program Extension; and Reduced Course Load. All requests for visitors who 
are non-students (paid or non paid) requre certification by the department head. It is very important 
that the advisor or department head fully reviews the request and responds appropriately and timely. 
In some cases I-20’s may be expiring soon or employees may need to work immediately. Prompt 
responses are necessary. 

Here is how the process should work. 

1. The advisor will receive an email about the request.  The request type will be a live link and 
underlined.  Click on the link.

Dear Ron Cushing:

The UC International Services (MAIN) requests that you review / comment on the following request 
submitted to our office.  If you have any questions please contact MAIN and ask to speak to an 
advisor.  Thank you for your time and attention to this matter.
Please follow the link below to respond to this request:

Reduced Course Load for Academic/Medical Reason

Client Name: Jane Wang
Client ID Number: *****9999
Your Login ID: rcushing@immigrationconcepts.com
Your Password: 1914D62-D6

UC International Services
Tel: 513-556-4278
Email: international.students@uc.edu
Web: http://www.uc.edu/international/services

CONFIDENTIALITY NOTICE: This email message, including all attachments, is for the sole use of the 
intended recipients and may contain confidential and privileged information.

https://ibearcatsglobal.uc.edu/review.cfm?index=1914D62-D6!125823&logout=yes
mailto:rcushing%40immigrationconcepts.com?subject=
http://www.uc.edu/international/services
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2. Once the link is clicked you will be brought to the review/comment page for the request.  Your login 
and password will be automatically populated.  Just click the “Login” button. (Figure 1)

Figure 1 - Login Screen on iBearcatsGlobal
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Figure 2 - Student/Scholar information in iBearcatsGlobal

3. This will bring you to the actual request. You will see the name of the eForm request at the top and 
there will be a checkmark by the eForm. From here you can approve/deny the request. However, 
before you do that, it is important that you fully review what the student has submitted. To do that, 
click on the eForm title with the checkmark box next to it.
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Figure 3 - Student/Scholar information in iBearcatsGlobal

4. This will bring you to the data/information submitted by the student/scholar.  In some eForms 
next to each question you will see a “1” or a “0”.  “1” means the answer is “yes” to that question.  “0” 
means the answer is “no”. (Figures 2-5)
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Figure 4 - Student/Scholar information in iBearcatsGlobal

5. Some eForms will have dates, either for employment, new program completion, etc.  Please review 
all dates carefully and update when appropriate.
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Figure 5 - Student/Scholar information in iBearcatsGlobal

6. Once you have reviewed the request, approve or deny the request as appropriate and hit the 
submit button.
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Tips on accurately completing eForm requests
• Respond as quickly as possible. We have many student requests that stay pending advisor review 

for weeks.  In some cases documents will be expiring soon or work needs to start quickly. Your 
prompt response is necessary. 

• Click on the eForm name with the checkmark box next to it to fully view the student submission.
 
• Make sure the dates indicated by the student are accurate. If applying for a program extension 

make sure you agree with the timeline being proposed for program completion. If requesting CPT 
make sure the dates of the employment do not exceed the semester dates. Students can’t start 
working before the semester begins or keep working after the semester is over.

• For CPT requests, make sure you indicate the correct title and course number for the course the 
student will be registered for during the CPT semester. Further, make sure the student enrolls for 
the course during that semester.

• Follow up separately with the department head for non-student visit requests to make sure he or 
she has received the email and to encourge him or her to respond quickly. 
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How to Use UC International Services E-Forms
All requests for employment visas (E-3, H-1B, J-1, O-1, TN, etc.) or permanent residency petitions must 
be submitted using eForms through UC International Service’s iBearcatsGlobal database. Anyone 
working at UC who is not a U.S. citizen or permanent resident must be added to the iBearcatsGlobal 
database and onboarded through UC International Services. This section will explain how to use 
iBearcatsGlobal and submit eForm requests. It is recommended that departments identify a staff 
person who will submit all eForm requests on their behalf. This will enable one person (or, in larger 
departments, perhaps two people) to become skilled in using the iBearcatsGlobal database.

Obtaining Access to Submit eForms
Departmental faculty/staff wishing to submit an eForm request must go to https://ibearcatsglobal.
uc.edu and submit a “departmental access” request.  

1. Users should click the “Administrative Services for University Departments” link. (Figure 6)

Figure 6 - iBearcatsGlobal welcome screen

https://ibearcatsglobal.uc.edu
https://ibearcatsglobal.uc.edu


INTERNATIONAL SERVICES E-FORMS

   UC International Services Hiring Students          40

2. From here you will be prompted to enter your UC 6+2 username and password for the Central 
Login Service. (Figure 7)

3. Next, you will be asked to enter your UC network ID, your full name and email address. Use 
the dropdown box to select your campus (UC Main Campus, unless you work at UC Blue Ash or 
Clermont College). Then put your department name and click the “request access” button. (Fig. 8)

Figure 7 - UC Central Login screen

Figure 8 - iBearcatsGlobal department information screen
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4. Your request will be processed promptly and you will receive an email confirmation once your 
access has been granted (see sample email below).

Dear Ronald Cushing:

Your request for departmental access to iBearcatsGlobal for J-1, H-1B, and PR processing has been 
approved. You now have access to these services via OneStart - HRMS - Links - iBearcatsGlobal 
(International).

iBearcatsGlobal Departmental URL: https://ibearcatsglobal.uc.edu/iBearcatsGlobal/controllers/
admin/AdminEngine.cfm

UC International Services
http://www.uc.edu/international/services

Obtaining a UC ID Number for eForm Submission
In order to submit an eForm request, the international visitor in question MUST have a UC ID number 
(M number) and have a record in UC International Service’s iBearcatsGlobal database. In general, 
international visitors fall into one of three groups in iBearcatsGlobal: 

1. those working for or being paid by the University; 
2. those collaborating with, but who are not being paid by, the University; 
3. those enrolled for classes. For each group there is a different way to generate a UC ID number and 

to get the visitor entered into iBearcatsGlobal.

Group 1 includes E-3, H-1B, J-1, TN, O-1 and other visitors who will be paid by UC.  These individuals 
MUST be entered into Success Factors prior to submitting an eForm request.  The individual must be 
added to iBearcatsGlobal using the “Add New Person” eForm, discussed below, once the M number is 
obtained.

Group 2 is for visitors (most typically J-1 Exchange Visitors) who will NOT be paid by UC.  These 
are individuals coming to participate in collaborative projects using personal funds, government 
scholarships, home institutional support, or other sponsorships.  It also includes those being paid 
by affiliates such as Cincinnati Children’s Hospital Medical Center.  These individuals can have a UC 
ID number generated in two ways, depending upon how the sponsoring department wants them 
classified and what access to university facilities and systems they want given.

https://ibearcatsglobal.uc.edu/iBearcatsGlobal/controllers/admin/AdminEngine.cfm
https://ibearcatsglobal.uc.edu/iBearcatsGlobal/controllers/admin/AdminEngine.cfm
http://www.uc.edu/international/services
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Success Factors should be used to create the M number in cases where the traditional hiring process 
is being followed in order to assign a University title to the individual and to grant them access to 
things like BOL accounts, Blackboard, etc. The individual must be added to iBearcatsGlobal using the 
“Add New Person” eForm discussed below. (Figure 9)

In cases where UC titles and access to certain services are not desired, the UC ID number can be 
generated in the GETit “create identity” system found at https://www.uc.edu/ucauthenticate/login.
aspx?target=createidentity. When creating an ID using GETit, it is important to create the ID using a 
specific “badge type” and “title”. The job “title” should be listed as “Visiting Scholar”. “Special Programs” 
should be selected as the “badge type” if the visitor is coming to conduct research or engage in 
teaching. The “badge type” selected should be “Visiting Student” if the visitor is a graduate student 
overseas who is coming to UC to conduct research and will not be enrolled in classes.  

Once the M number is generated, use the “Add New Person” eForm discussed below to add the 
individual to iBearcatsGlobal.

Figure 9 - “Add New Person” eForm (continued on p. 43)

https://www.uc.edu/ucauthenticate/login.aspx?target=createidentity
https://www.uc.edu/ucauthenticate/login.aspx?target=createidentity
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After you click “Continue,” you will be asked to verify the information you have entered.  You will then 
be notified by email when the ID number is generated.  Please make note of the 6+2 username that is 
generated and add that to the iBearcatsGlobal system when creating the record.

Group 3 is for students who will be enrolled at UC, including exchange students.  Degree students 
have an iBearcatsGlobal record created upon application to UC through an interface with Catalyst.  
Exchange students must have a Basic Data Form processed by the Registrar’s Office.  The M number 
will be sent to iBearcatsGlobal electronically within 24 hours.  Make sure that the country of birth/
citizenship fields are completed on the Basic Data Form or else the M number won’t come over to 
iBearcatsGlobal.  Questions about the Basic Data Form process for exchange students should be 
directed to International Services at international.students@uc.edu.

Once a UC ID has been created and the individual’s basic information is in iBearcatsGlobal, the 
department can then submit the appropriate eForm.

Temporary ID’s
In time sensitive cases the iBearcatsGlobal record can be created using a system generated “TEMP” 
ID.  When completing the “Add new Person” request, just answer “No” to the question “do you have 
an institutional university ID for this new profile?”  You must send an email to international.students@
uc.edu once the M number has been generated so the iBearcatsGlobal record can be updated with 
the correct ID.

mailto:international.students%40uc.edu?subject=
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Creating an iBearcatsGlobal Record for Visitors
1. Once authorized as a user and a UC ID has been generated for the visitor, departmental staff can 

then go to the “Departmental Services” link, click on the plus (+) sign to expand the eForm options, 
and select the “Add New Person” link. (Figure 10)

2. Here, you will add the personal information for the visitor including: name; date of birth; gender; 
email address; campus (Main Campus, Clermont, etc.), the UC ID, and the network ID. Always 
add the network ID when it’s known.  If you obtain the UC ID through GETit, you will be sent the 
network ID in an email.  Once all the information is added, click the “Add New Person” button.  
This enters the visitor into iBearcatsGlobal. Once entered, go back to the “Departmental Services” 
menu and click the appropriate eForm you wish to submit. (Figure 11)

Figure 10 - “Add New Person”

Figure 11 - Add New Person Screen with fill in information
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Submitting Specific E-Form Requests
Once you have obtained a UC ID number and the individual’s basic information is in iBearcatsGlobal, 
you are ready to submit an eForm request. 

You have options to submit visa-specific eForms including forms for: E-3 workers (for Australians), 
H-1B Specialty Workers, J-1 Exchange Visitors, O-1 Aliens of Extraordinary Ability, TN workers (for 
Canadian and Mexican nationals) or permanent resident petitions. There is also an eForm called 
“Other Immigration Statuses” that can be used for guest speakers and any international visitor 
authorized work in a status not listed above (students on Optional Practical Training from other 
schools, individuals with Employment Authorization Documents from Homeland Security, etc.).  The 
“Visiting Scholar Request (unpaid visitors)” eForm is used for visitors coming in unpaid capacities 
for short periods of time (typically less than 90 days). Finally, there is an eForm called “Visiting 
Delegations” that can be used when multiple people are coming in a non-paid capacity from the same 
institution. 

To submit an eForm request, you will go to the iBearcatsGlobal home page at https://ibearcatsglobal.
uc.edu.  Click on the “Departmental Services” link and then select the eForm you wish to submit. 
(Figure 12)

Figure 12 - “Departmental Services” link
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There are five specific immigration statuses that will apply to most UC international employees.  Each 
of them will require processing of an immigration petition with the Department of Homeland Security 
or Department of State. 

• H-1B specialty worker is the most common employment status and is designed for jobs that 
require a bachelor’s degree or higher in a specific field of study.  

• E-3 and TN status are similar to H-1B status but are designed specifically for Australian (E-3) and 
Canadian (TN) nationals, respectively. 

• J-1 status can be used for individuals coming in both paid and non-paid status. There are multiple 
J-1 application eForms based on the purpose of the visit or the population you serve (UC verses 
Cincinnati Children’s Hospital). Please make sure you select the correct J-1 application.  

• O-1 status is designed for individuals with high stature in their field.  

E-3, H-1B, O-1 and TN eForms
1. To submit an eForm for one of these statuses, you will first click on the “Employee Application” 

link appropriate for the status you are requesting.  Each status will have its own employee link (E-3 
Employee Application, H-1B Employee Application, O-1 Application; TN Application).  

Figure 13 - Employee Application options



EMPLOYMENT VISAS

   UC International Services Hiring Students          47

2. Next, you will be asked to enter the applicant’s UC ID number and date of birth and click the “Find 
Record” button. (Figure 14)

3. You will then be brought to a screen that will tell you the sections that must be completed in order 
to fully submit the request. H-1B and E-3 applications have six (6) sections to complete while O-1 
and TN applications have five (5) sections. H-1B and E-3 applications have an additional “Actual 
Wage List” section because these statuses require that UC pay the employee at least the average 
of all similarly-employed workers. Once you complete each section and submit it, a check mark 
will appear indicating that the section is complete. (Figure 15)

Figure 14 - “Find Record” button

Figure 15 - A check mark will appear to indicate the section is complete
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Applicant Information
The first section of any employment eForm is the “Applicant Information” section. The hiring 
department can complete this section or can grant access to the employee to complete the section.  
This is done by clicking the “Give the Applicant Access to Update This General Information” link.  At this 
link, the applicant must enter the campus (Main, UC Blue Ash, Clermont), his/her email address, and a 
departmental email address. (Figure 16)

The visitor will be sent an email (sample below) with instructions on how to log in.

From: international.students@uc.edu [international.students@uc.edu]
Sent: Tuesday, December 02, 2015 2:47 PM
To: cushinrb@email.uc.edu
Subject: Request for H-1B Application Materials

Dear Joseph Bearcat

A department at the university has requested the processing of an H-1B application for you. You 
will need to provide biographical and general information to complete the application process. 
Please login and complete this information.

Your University ID Number: M00000000

Link to Update Information: https://ibearcatsglobal.uc.edu/iBearcatsGlobal/controllers/admission/
AdmissionEngine.cfm

Steps for the applicant: (a) login with University ID and date of birth, (b) go to Departmental 
Services – H-1B Applicant Information, and (c) complete the application form.

UC International Services

Figure 16 - “Applicant Information” section of the employment e-Form

https://ibearcatsglobal.uc.edu/iBearcatsGlobal/controllers/admission/AdmissionEngine.cfm 
https://ibearcatsglobal.uc.edu/iBearcatsGlobal/controllers/admission/AdmissionEngine.cfm 
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All fields with an asterisk (*) must be completed.  The “Biographical Information” section asks for things 
like name, date of birth, country of birth, country of citizenship, etc. (Figure 17)

Figure 17 - Biographical information section
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The “General Information” section asks for information about travel plans, dependents, immigration 
documents (passports), past immigration statuses, etc. (Figure 18)

Figure 18 - General information section
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The “Dependent Information” section asks for information about any accompanying spouse or children 
who need dependent status. (Figure 19)

The “Degree Information” fields ask for information about applicant’s education, including: name and 
address of the school, highest degree earned, etc. (Figure 20)

Figure 19 - Dependent  information section

Figure 20 - Degree information section
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The next section only needs to be completed for/by individuals currently in the U.S. This section can 
be skipped if the worker is outside the U.S. The information needed to complete this section includes 
address and other contact information for the applicant, current immigration status, etc. (Figure 21)

The section for “Applicants Applying from Abroad” only needs to be completed for/by workers currently 
outside the U.S.  Information necessary to complete this section includes foreign address, nearest 
embassy/consulate, etc. (Figure 22)

Figure 21 - Section for individuals currently in the U.S.

Figure 22 - Section for applicants applying abroad
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EMPLOYMENT VISAS
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The “Required Documents” section specifies what documents need to be supplied by the employee for 
the application.  The applicant is required to scan and upload all the appropriate documents as a single 
PDF file or fax them to 513-556-2990. (Figure 23) Required documents include:

• Proof of highest degree earned
• Curriculum Vitae
• Copies of immigration documents (if in the U.S.)
• Form I-539 and copies of immigration documents for dependents (if appropriate)
• Proper documentation of medical licensure and USMLE/ECFMG certificates (if a medical doctor)

Figure 23 - Required Documents section
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Those with access to a scanner should click the “Yes” button and upload the required documents as 
one file.  This is the preferred method.

Links to the I-539 form, applicant checklist, credential evaluations companies, etc. are found at the 
bottom of this section.

Once all of the required fields are completed, click the “submit section” button.  If the department gave 
access to the individual to complete this section, the departmental staff member will then receive an 
email when the section has been completed.  While this section is being completed by the applicant, 
the department can be completing and submitting the other required sections, except for the 
Departmental Certification section.

Departmental Contact

A departmental contact person needs to be identified for each application.  Click the “Departmental 
Contact for the Applicant” link.  Indicate the name, title, mail location, phone number, fax number and 
email address for the contact.  Also indicate whether premium processing will be requested.  Then click 
the “Submit Section” button. (Figure 24)

Figure 24 - Departmental Contact information form
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Position Information

The “Information about the University Position” section contains all of the critical information about the 
job being offered including title, salary, start date and end date, duties, etc.  This section also includes 
information about the educational and experience requirements. (Figure 25)
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The section begins with a series of questions to determine the type of petition that is being submitted.  
Departments must indicate if the petition is for someone who:

• Does not currently hold the immigration status being requested or work at UC; 
• Currently holds the immigration status for another employer and wants to transfer to UC; 
• Currently holds the immigration status for another employer and wants to concurrently work for 

UC and the current employer; 
• Is a current UC employee who holds the immigration status and who will be continuing in the 

same job; 
• Is a current UC employee who holds the immigration status and who is changing jobs or 

departments; or, 
• Is a current UC employee who currently holds the immigration status who is taking on additional 

duties (like a research associate who now wants to teach a class, etc.);
• Is a current UC employee who holds H-1B status and is changing jobs or departments.
• Will the employee provide clinical services for UC Physicians

Next, the department must indicate if premium processing is being requested for the petition.  If 
premium processing is necessary for business reasons, the hiring department must pay the fee.  If it’s 
required for personal reasons, the applicant can pay the fee. (Figure 26)

Figure 25 - Information about University Position

Figure 26 - Premium Processing Information
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The “Position Information” section asks for information about the job title, classification, duties, salary, 
experience and education required, etc.  As part of this section, the hiring department will be required 
to write an offer specific to the H-1B or E-3 employment period and upload the letter as part of the 
request.  In addition, the “Checklist for Export Control Issues for Hiring International Workers” form 
must be completed and uploaded as part of the request.  Please remember that both the visitor’s 
supervisor and the Department Head must attest to the given answers’ accuracy by signing the form.  
The checklist is linked at the bottom of the eForm.  (Figure 27)
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The links at the bottom of this section will give departments a sample letter to follow as well as other 
important information. You will also be able to link to the list of required documents that the hiring 
department must supply. Given the unique nature of faculty appointments in the College of Medicine, 
there is a special form that should be completed for COM Faculty hires. Once completed, click the 
“Submit Section” button. All required documents will need to be scanned and uploaded or faxed to 
513-556-2990 when submitting this section. All documents should be scanned into one PDF document 
(not multiple documents). The only thing that shouldn’t be scanned and uploaded is a copy of the 
check. 

Actual Wage Information

Next, if the application is for H-1B or E-3 status, you must establish that the employee will be paid 
the higher of the Prevailing Wage or the Actual Wage. UC International Services will obtain the 
Prevailing Wage Determination for the U.S. Department of Labor. The hiring department must 
provide information on all similarly employed individuals in the department. Please use the “Actual 
Wage Determination” eForm to enter the required information. If you have more than four similarly 
employed workers in the same department, use the link at the bottom of the eForm to access an 
additional “Actual Wage Determination Form”. Use as many forms as is necessary. Additional forms 
should be scanned and emailed or faxed to UC International Services (513-556-2990) with the other 
required documents.  Note: this section will not appear on J-1, O-1 or TN eForms. (Figure 28)

Figure 27 - Position Information Section
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Once this section is complete, you should click the “Submit Section” button. 

Figure 18 - Actual Wage Determination Information and Form
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Export Control Certification

All requests for processing of an employment petition require an Export Control Certification.   This 
eForm is essential to ensure that UC has the proper export authorizations in place, if the foreign 
national will be exposed to export controlled items, technology, software, and or information.  The 
departmental contact completing the request will likely need to work with the supervising faculty 
member to obtain the correct answers to this section.  It is important that you not complete the Export 
Control Certification eForm until the Application and Position sections of the request are completed.  
Information about the application and the position are necessary to do a complete export control 
review.

When follow up is required, supervisors will be contacted directly by International Services or the 
Export Control Office. Delays in responding to requests from International Services and or Export 
Controls could result in additional delays in visa processing times. (Figure 29)
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Figure 29 - Export Control Certification for H-1B Application
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Departmental Certification

All requests for processing of an employment petition MUST be certified by the Department/Division 
Head.  Enter the required information about the Head and click the “Submit Section” button.  The 
Department/Division Head will receive and email asking him/her to review the request and certify 
departmental compliance with Department of Labor regulations.  The Head must review and certify the 
record using the link and login information provided, before the petition will be processed. (Figure 30)

Figure 30 - Departmental Certification form
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Dear Ron Cushing:

The UC International Services (MAIN) requests that you review / comment on the following request 
submitted to our office. This request is currently under review by the international office staff. You 
will be notified once the request is processed. There is no need to submit another Departmental 
H-1B Compliance Certification until this one is processed. If you have any questions please contact 
MAIN and ask to speak to an advisor. Thank you for your time and attention to this matter.
Request: Departmental H-1B Compliance Certification

Client Name: Joseph  Bearcat
Client ID: M00000000
Your Login ID: cushinrb@email.uc.edu
Your Password: CF1F0DD-49

Comment / Review Information at: https://ibearcatsglobal.uc.edu/review.cfm?index=CF1F0DD-
49!108441&logout=yes

UC International Services

Once all sections are received in iBearcatsGlobal and the appropriate attachments are received via 
scan/fax, the request will be processed by UC International Services.  You will know that a section has 
been submitted when a checkmark appears next to it. (Figure 31)

Figure 31 - Departmental H-1B Compliance Certification completion with checkmarks

https://ibearcatsglobal.uc.edu/review.cfm?index=CF1F0DD-49!108441&logout=yes
https://ibearcatsglobal.uc.edu/review.cfm?index=CF1F0DD-49!108441&logout=yes
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J-1 Exchange Visitor eForms
To submit an eForm for a J-1 Exchange Visitor, you will go to the iBearcatsGlobal home page (https://
ibearcatsglobal.uc.edu) and click on the “Departmental Services” link.  Then click on the appropriate J-1 
application link.  There are links for “J-1 Scholar Application (UC Departments)”, “J-1 Scholar Application 
for Cincinnati Children’s Hospital”, “J-1 Intern Application (UC Departments)”, “J-1 Intern Application for 
Cincinnati Children’s Hospital”, and “J-1 Exchange Student”.  Make sure you click the appropriate eForm 
for the purpose and population you serve.  You will then enter the exchange visitor’s UC ID number 
and date of birth.  Then hit the “Find Record” button. (Figure 32)

Figure 32 - J-1 Exchange Visitor eForm
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Applicant Information

The “J-1 Applicant Information” section (Biographical Information, General Information and Dependent 
Information screens) can be completed by the sponsoring department or the prospective J-1 exchange 
visitor.  If the department wants the exchange visitor to complete this section, you click the “give 
the applicant access to this general information” link.  The visitor will be sent an email with a link to 
access the section.  He/she will click on the “Departmental Services” link and then the “J-1 Applicant 
Information” link.  Enter all required information and click on the “Submit Section” button.  Once 
completed, the department will receive an email (see example below) that the section has been 
submitted and you will see a checkmark next to the section on “Departmental Services”.

From: international.students@uc.edu [international.students@uc.edu]
Sent: Tuesday, December 02, 2014 2:47 PM
To: cushinrb@email.uc.edu
Subject: Request for J-1 Application Materials

Dear Joseph Bearcat

A department at the university has requested the processing of an J-1 application for you. You will 
need to provide biographical and general information to complete the application process. Please 
login and complete this information.

Your University ID Number: M00000000

Link to Update Information: https://ibearcatsglobal.uc.edu/iBearcatsGlobal/controllers/admission/
AdmissionEngine.cfm

Steps for the applicant: (a) login with University ID and date of birth, (b) go to Departmental 
Services - J-1 Application Information, and (c) complete the application form.

UC International Services

ttps://ibearcatsglobal.uc.edu/iBearcatsGlobal/controllers/admission/AdmissionEngine.cfm
ttps://ibearcatsglobal.uc.edu/iBearcatsGlobal/controllers/admission/AdmissionEngine.cfm
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Biographical Information

Biographical information includes name, date of birth, gender, city of birth, country of birth, country of 
citizenship, country of permanent residence, address, etc. (Figure 33)

Figure 33 - J-1 Exchange Visitor eForm Biographical Information
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Dependent Information

Exchange visitors are permitted to bring dependents to the U.S. with them.  Dependents can be a 
spouse or unmarried children under the age of 21.  The “J-2 SEVIS Dependent” request form must 
be completed for each dependent a J-1 exchange visitor wishes to bring to the U.S.  The required 
information for each dependent will include name, date of birth, gender, city of birth, country of birth, 
country of citizenship, country of permanent residence and relationship to the J-1 primary. (Figure 34)

Program Information

The sponsoring department must complete the “J-1 Program Information” section.  Please make 
sure that you read the instructions for selecting the proper category for the exchange visitor.  When 
selecting the specific field/subject area, use the dropdown box and find the field that most closely 
matches the project for which the visitor is coming to participate.  If the exchange visitor is a medical 
doctor in the home country, a “no patient” contact letter must be written and attached to the request.

This section will also require information about the site of activity, medical insurance and supervisor.  
There is also a section for Export Controls that requires completion and submission of the “Checklist 
for Export Control Issues for Sponsoring/Hiring International Workers.”  The checklist needs to be 
completed and uploaded as part of the request.  The checklist is linked at the bottom of the eForm. 
(Figure 35)

Figure 34 - J-1 Exchange Visitor eForm Dependent Information
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Figure 35 - J-1 Exchange Visitor eForm Program Information
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Mailing Instructions

Select the method of mailing for the DS-2019.  Departments that wish to express mail the DS-2019 
should use the EshipGlobal site to make an express mail reservation or select the box to have the 
department called to pick up the documents.  To use EshipGlobal, go to https://study.eshipglobal.com.  
A credit card and the UC ID of the visitor is needed to use EshipGlobal.  UC International Services will 
be notified when a reservation is created. 

Financial Support

J-1 Exchange Visitors must demonstrate financial support of at least $18,000 per year in order to be 
issued a DS-2019.  An additional $4,000 per year is necessary for a spouse and $2,000 for each child.  
Proof of financial support must be uploaded in PDF file format as part of the request.  An offer letter 
on UC letterhead is sufficient in cases where University support is being offered.  In other cases, the 
financial support should be obtained from the Exchange Visitor prior to submitting this section. 
(Figure 36)
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Figure 36 - J-1 Exchange Visitors Financial Information
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Proof of English Proficiency

Any request for a J-1 exchange visitor must include documented proficiency in English. Exchange Visitors  
are required to demonstrate English proficiency at a level that the exchange visitor can perform their 
duties, navigate daily life in the U.S., and fully understand their responsibilities, rights and protections.  
Departments must collect from the prospective Exchange Visitor proof of English Proficiency which can 
include:

• TOEFL-Score of 66 or higher
• IELTS-Overall band score of 6.0 or higher
• PEARSON-Score of 46 or higher
• Cambridge English Language Assessment Test- a Grade C or higher
• Test of English for International Communication (TOEIC)-a score of 780 or higher  
• Public English Test System (PETS)-a Grade 5 score
• Advanced English Training Program from the China Ministry of Education (MOE)
• Completion of Advanced English Training Program at a Ministry of Education Center for Overseas 

Study (Chinese scholars)
• Common European Framework of Reference for Languages: Learning, teaching, assessment (CEFR)-

Score of B2 or higher
• A transcript showing degree completion from an academic institution where English is the means of 

instruction. 

In place of an acceptable score on an English language test or transcript, prospective Exchange Visitors 
can take the Oral English Proficiency Test for Visiting Scholars online at http://cech.uc.edu/centers/cesl/
placement_tests/OEPT-VS.html.  There is a $50 fee to take the test.  The Center for ESL will send a copy 
of the score to you for uploading.  To take the test you must obtain a UC M number for the exchange 
visitor using UC’s Affiliate ID system. When generating the ID make sure you use the “Visiting Scholar” 
in the “Title/Program” field and “Special Programs” in the “Badge Type” field.  The username will be 
communicated directly to you and the initial password will be Uc! plus the date of birth (example: 
Uc!01011994).  You will need to provide the username and temporary password to the visitor in order to 
register for the test.

Research Scholars or professors whose native language is English do not have to provide documentation 
of verifiable English. The following countries/territories are considered English speaking for this purpose: 

Anguilla; Antigua and Barbuda; Australia; Bahamas; Barbados; Belize; Bermuda; Botswana; Cameroon; 
Canada (except Quebec); Cayman Islands; Denmark; Dominica; Fiji; Finland; Gambia; Ghana; Gibraltar; 
Grenada; Guyana;Ireland; Jamaica; Kenya; Lesotho; Liberia; Malawi; Malta; Mauritius; Montserrat; 
Nambia; Netherlands; New Zealand; Nigeria; Norway; Papua New Guinea; Scotland; Seychelles; Sierra 
Leone; Singapore; Solomon Islands; South Africa; St. Kitts and Nevis; St. Lucia; St. Vincent and the 
Grenadines; Swaziland; Sweden; Tanzania; Tonga; Trinidad and Tobago; Turks and Caicos Islands; 
Uganda; United Kingdom; Vanuatu; Virgin Islands; Wales; Zambia; Zimbabwe.
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Export Control Certification

All requests for processing of a J-1 exchange 
visitor require an Export Control Certification.   
This eForm is essential to ensure that UC has the 
proper export authorizations in place, if the foreign 
national will be exposed to export controlled items, 
technology, software, and or information.  The 
departmental contact completing the request will 
likely need to work with the supervising faculty 
member to obtain the correct answers to this 
section.  It is important that you not complete 
the Export Control Certification eForm until the Application and Position sections of the request are 
completed.  Information about the application and the position are necessary to do a complete export 
control review.

When follow up is required, supervisors will be contacted directly by International Services or the 
Export Control Office. Delays in responding to requests from International Services and or Export 
Controls could result in additional delays in visa processing times. (Figure 38)

You will be required to indicate the source of 
English Proficiency.  If you select options 1, 2, or 
3 three when submitting the eForm, you will be 
prompted to scan and upload the supporting 
documentation when you click the submit button.
(Figure 37)

J-1 Exchange Visitor

J-1

Figure 37 - Documentation of English Proficiency
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Departmental Certification

The Department/Division Head must certify the department’s willingness to comply with all federal and 
University requirements for hosting a J-1 Exchange Visitor. The Head will receive an email asking him/
her to review the request.  The DS-2019 will not be processed until the certification is received. 
(Figure 39)

Figure 38 - Export Control Certification ofr J-1 Exchange Visitor
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Figure 39 - Departmental J-1 Compliance Certification
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Dear Ron Cushing:

The UC International Services (MAIN) requests that you review / comment on the following request 
submitted to our office.  If you have any questions please contact MAIN and ask to speak to an 
advisor. Thank you for your time and attention to this matter.

Request: Departmental J-1 Compliance Certification

Client Name: Joseph  Bearcat
Client ID: M00000000
Your Login ID: cushinrb@email.uc.edu
Your Password: 06E50F3-40

Comment / Review Information at: https://ibearcatsglobal.uc.edu/review.cfm?index=06E50F3-
40!108441&logout=yes

UC International Services
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The Department/Division Head will login to iBearcatsGlobal, review the documents and click the 
certification boxes. His/her client ID and password to login are part of the email that is sent to the 
Department/Division Head. (Figure 40)

J-1 Program Extensions

J-1 Exchange Visitors have specific limits on the amount of time they can remain in the U.S. on 
Exchange Visitor status. Professor and Research Scholars have a five-year maximum stay. Non-degree 
students have a two-year maximum stay. Short-term scholars have a six-month maximum stay and 
specialists have a one-year maximum stay.  Requests for extensions must be submitted at least 
5 business days prior to the expiration of the current DS-2019. The department must click on the 
“J-1 Program Extension” link under “Departmental Services.” You will be asked to verify the current 
biographical and address information on file for the visitor, select a new program end date, and 
indicate if the Exchange Visitor will be traveling, etc. The proof of continued funding will also need to 
be uploaded and forwarded to UC International Services as a PDF document. Next, click the “Submit 
Request” button. 

The Exchange Visitor will be notified when the extension is processed.  If the Exchange Visitor is being 
paid by UC, then he/she will need to have his/her I-9 revised, which may require an appointment with a 
UC International Services Advisor. (Figure 41)

Figure 40 - Departmental J-1 Compliance Certification
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Figure 41 - J-1 Scholar Program Extension/ Change in Department Request
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Most international workers will require the submission of a specific eForm in order to notify UC 
International Services of the need to process a petition for attainment of an immigration status that will 
allow for employment.   However, there are some visitors who will be working for UC who will already 
have proper work authorization and will not need to have a specific immigration petition submitted on 
their behalf.  Most typically, these will be individuals who, for various reasons, have an Employment 
Authorization Document issued by the Department of Homeland Security.  It will also include F-1 students 
on Curricular Practical Training and J-1 students on Academic Training from other schools. These visitors 
will need to be onboarded prior to their first day of employment, and the information contained in the 
“Other Immigration Statuses” eForm will need to be submitted before onboarding can occur.  This eForm 
also needs to be submitted for guest speakers requiring payment in the form of an honorarium.  This 
eForm has four (4) sections: Other Immigration Statuses Application; Departmental Contact; Export 
Control Certification; and Departmental Certification.

Other Immigration Statuses Application
This eForm has four sections: (1) The Other Immigration Statuses Request; (2) Departmental Contact; (3) 
Export Control Certification; (4) Departmental Certification. The Other Immigration Statuses Request will 
ask for information about the purpose of the visit, biographical information about the visitor, immigration 
information, and position information (if applicable).

Primary Purpose of Visit

The first section of this eForm asks the sponsoring department to indicate the primary purpose of the 
visit.  How this question is answered is critical as it will determine the next steps for the visitor upon 
arrival.  In most cases, the individual will be required to have an in-person check-in with UC International 
Services upon arrival in Cincinnati.  However, some individuals coming in non-paid, non-enrolled statuses 
may only be required to supply documentation of their status and will not be required to have a formal 
check-in.  Answer the yes/no questions as appropriate for the purpose of the visit. (Figure 42)

Figure 42 - Primary Purpose of Visit
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Biographical Information

The “Biographical Information” section will ask for personal information about the employee, including: 
name, date of birth, country of birth, country of citizenship, country of permanent residence, gender, 
etc. (Figure 43)

Immigration Information

The “Immigration Information” section will ask for details about the employee’s current immigration 
documents, including: current status, status expiration, passport number, I-94 card number, the type 
of work authorization document possessed and its expiration date.  Visitors currently in the U.S. will 
be required to supply the sponsoring department with copies of their current immigration documents, 
which should be scanned and uploaded as part of the request. (Figure 44)

Figure 43 - Other Immigration Statuses Biographical Information

Figure 44 - Other Immigration Statuses Immigration information
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Position Information

The “Position Information” section will ask for details about the job being offered, including: job title, 
salary, FTE percentage, etc.  The “Hiring Unit” section will ask for details about the college/department, 
supervisor, and departmental contact. (Figure 45)
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Required Documents

Here you will be instructed as to the documents you will be required to scan and upload, or fax, to 513-
556-2990 as part of the request. Required documents will include copies of all immigration documents 
(passport, visa stamp, I-94 card, USCIS approval notices, work permits, etc.).

Departmental Contact

A departmental contact person needs to be identified for each application.  Click the “Departmental 
Contact for the Applicant” link.  Indicate the name, title, mail location, phone number, fax number and 
email address for the contact.  Then click the “Submit Section” button. (Figure 46)

Figure 45 - Other Immigration Statuses Position Information

Figure 46 - Other Immigration Statuses Departmental Contact

Other Immigration Statuses
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Export Control Certification

All requests for processing of the Other Immigration Statuses eForm require an Export Control 
Certification.   This eForm is essential to ensure that UC has the proper export authorizations in 
place, if the foreign national will be exposed to export controlled items, technology, software, and 
or information.  The departmental contact completing the request will likely need to work with the 
supervising faculty member to obtain the correct answers to this section.  It is important that you not 
complete the Export Control Certification eForm until the Application and Position sections of the 
request are completed.  Information about the application and the position are necessary to do a 
complete export control review.

When follow up is required, supervisors will be contacted directly by International Services or the 
Export Control Office. Delays in responding to requests from International Services and or Export 
Controls could result in additional delays in visa processing times. (Figure 47)

Other Immigration Statuses
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Figure 47 - Other Immigration Statuses Export Control Certification
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Departmental Compliance

The Department/Division Head must certify the department’s willingness to comply with all federal and 
University requirements for the visitor. The Head will receive an email asking him/her to review the 
request. The request will not be processed until the certification is received. (Figure 48)

Figure 48 - Other Immigration Statuses Departmental Compliance



   UC International Services Hiring Students          93

VISITING SCHOLAR REQUEST (UNPAID VISITORS)

The Visiting Scholar Request (unpaid visitors) eForm is to be used when an individual visitor is coming 
in a non-paid capacity (use the Other Immigration Statuses eForm when the visitor will be paid). There 
are four (4) sections that comprise the Visiting Scholar Request (unpaid visitors) eForm.

Visiting Scholar Request (Unpaid)

The Visiting Scholar Request (unpaid visitors) eForm request is designed for individuals coming to UC 
in unpaid capacities for short-periods of time (typically 90 days or less).  The eForm group has four 
sections including: Visiting Scholar Applicant Information; Visiting Scholar Request; Export Control 
Certification; and Departmental Certification.

Applicant Information

A The first section of the eForm group is the “Visiting Scholar Applicant Information” section.  The 
sponsoring department can complete this section or can grant access to the visitor to complete the 
section.  This is done by clicking the “Give the Applicant Access to Update This General Information” 
link.  At this link, the applicant must enter the campus (Main, Raymond Walters, Clermont), his/her 
email address, and a departmental email address.  The applicant or department must first enter the 
proposed dates of the visit. (Figure 49)

Figure 49 - Visiting Scholar Applicant Information
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VISITING SCHOLAR REQUEST (UNPAID VISITORS)

Biographical Information

The Biographical Information section asks for personal information about the visitor including name, 
date of birth, gender, country of birth, country of citizenship, etc.  A copy of the visitor’s passport 
bibliography page is required to be uploaded here. (Figure 50)

Figure 50 - Biographical Information
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Visiting Scholar Request

The Visiting Scholar Request section of the eForm group requires answering some yes/no questions 
about the nature of the visit, the dates of the visit, a description of the activities for the visit, and details 
about the supervisor in the department/college for the visit. (Figure 51)

Figure 51 - Visiting Scholar Request

Export Control Certification

All requests for unpaid visiting scholars will require completion of an Export Control eForm.  The form 
is used to establish whether or not an export control license is required for individual to perform 
the duties indicated.  This eForm can’t be completed until the Applicant and Request sections have 
been completed. Answer the questions to be best of your ability consulting with the supervisor and 
department head when needed.  Further information and guidance on the form is also linked at the 
bottom of the request. (Figure 52)
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VISITING SCHOLAR REQUEST (UNPAID VISITORS)

Figure 52 - Export Control Certification (Visiting Scholar)

Departmental Certification

The Department/Division Head must certify the department’s willingness to comply with all federal 
and University requirements for the visiting scholar.  The Head will receive an email asking him/her to 
review the request. (Figure 53)
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Dear Ron Cushing:

The UC International Services (MAIN) requests that you review / 
comment on the following request submitted to our office.  If you have 
any questions please contact MAIN and ask to speak to an advisor. 
Thank you for your time and attention to this matter.

Request: Departmental Compliance Certification

Client Name: Joseph  Bearcat

Client ID: M00000000

Your Login ID: cushinrb@email.uc.edu

Your Password: 06E50F3-40

Comment / Review Information at: https://ibearcatsglobal.uc.edu/
review.cfm?index=06E50F3-40!108441&logout=yes
 

UC International Services

Figure 53 - Departmental Certification Form and Letter
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VISITING SCHOLAR REQUEST (UNPAID VISITORS)

Figure 54 - Department/Division Head Login

The Department/Division Head will login to iBearcatsGlobal, review the documents and click the 
certification boxes.  His/her client ID and password to login are part of the email that is sent to the 
Department/Division Head. (Figure 54)
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The Visiting Delegration Request is to be used when multiple people are coming from the same 
institution in non-paid capacities. Any visitors from a delegation that will receive honoraria or other 
payments must be individually added and the Other Immigration Statuses eForm must be submitted. 
Before submitting the Visiting Delegation eForm, please contact UC International so a record can be 
created for the institution.

Visiting Delegation Request

The Visiting Delegation eForm is to be used when more than one person is coming from the same 
institution in a non-paid capacity (use the Other Immigration Statuses eForm when one person is 
coming or someone in the delegation will be paid). There are four (4) sections that comprise the 
Visiting Delegation eForm.  

The first section is the Visiting Delegation Request.  In this section you will indicate the name of 
the institution the visitors are coming from, the dates of the visit, the purposes of the visit and the 
names and dates of birth for all visitors.  You will required to upload a copy of each visitor’s passport 
bibliography page (including expiration date) as part of this request. (Figure 55)
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Figure 55 - Visiting Delegation Request
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Departmental Contact

A departmental contact must be identified for each visiting delegation.  We need to know the name, 

title and contact details for the contact.  Enter the information and hit the submit button. (Figure 56)
Export Control Certification

All requests for processing of a Visiting Delegation eForm require an Export Control Certification.   
This eForm is essential to ensure that UC has the proper export authorizations in place, if the foreign 
national will be exposed to export controlled items, technology, software, and or information.  The 
departmental contact completing the request will likely need to work with the supervising faculty 
member to obtain the correct answers to this section.  It is important that you not complete the Export 
Control Certification eForm until the Application and Position sections of the request are completed.  
Information about the application and the position are necessary to do a complete export control 
review.

When follow up is required, supervisors will be contacted directly by International Services or the 
Export Control Office. Delays in responding to requests from International Services and or Export 

Figure 56 - Visiting Delegation Request Departmental Contact
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Visiting Delegation
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Figure 57 - Visiting Delegation Request Departmental Contact
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Controls could result in additional delays in visa processing times. (Figure 57)
Departmental Certification 

All requests for a visiting delegation MUST be certified by the Department/Division Head.  Enter the 
required information about the Head and click the “Submit Section” button.  The Department/Division 
Head will receive and email asking him/her to review the request and certify departmental compliance 
with Department of Labor regulations.  The Head must review and certify the record using the link and 

Figure 58 - Visiting Delegation Request Departmental Certification
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To submit a request for Permanent Residence, you will first click on the appropriate eForm. There is an 
eForm for “Permanent Residency for Faculty Positions” and one for “Permanent Residency for Non-
Faculty Positions.” The content for both eForms is similar with slight variations due to the advertising 
and selection criteria differences between faculty jobs and non-faculty jobs. Once you select the 
appropriate eForm, you will have to enter the applicant’s UC ID and date of birth.

You will then be brought to a screen that will tell you the four (4) sections that must be completed in 
order to submit a request for permanent residency.  These four sections are:

• PERM Prevailing Wage Determination/Position Information Request
• Labor Certification Applicant Information
• PERM Recruitment Report/Posting/Filing Notice
• Departmental Permanent Residency Compliance Certification
(Figure 59 and 60)

Figure 59 - Getting to Permanent Residency for Faculty Positions
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Applicant Information

The first section that needs to be completed in the Permanent Residency process is the “Labor 
Certification Applicant Information” section.  This section should be completed by the applicant.  
The department should click the GIVE THE CLIENT ACCESS TO COMPLETE THIS SECTION link.  The 
applicant will then be sent an email with instructions for completing the section.

The applicant will enter biographical information including name, country of citizenship, etc.  The 
applicant will also enter his/her U.S. address, foreign address, educational information, information 
about any dependents, and the immigration and work history of the applicant.  Supporting 
documents can be scanned and uploaded or faxed to UC International Services (513-556-2990).  
Employees will not need to have access to this eForm emailed to them.  They will have access to it 
automatically as part of their UC status. (Figure 61)

Figure 60 - Permanent Residency for Faculty Positions
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Position Information

The next section to be completed in the permanent residency process is the “University Position 
Information” section.  This section should be completed by the hiring department.  In this section, you 
will enter information about the hiring department, the job occupied by the employee, etc.  There is 
specific information that needs to be provided based on whether the job includes teaching or not.  
You will also provide information detailing the advertising and recruitment process that was followed 
when initially hiring for the position.  Linked to this section are the posting notices that need to be 
completed, posted accordingly, and sent to UC International Services.  All supporting documents can 
be scanned and uploaded as part of the request, but should also be mailed in hard copy format to UC 
International Services at mail location 0640. (Figure 62)

Figure 61 - Permanent Residency Applicant Information
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Figure 62 - Permanent Residency Position Information
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Recruitment Report/Notice of Filing/Posting Notice

This permanent resident eForm also requires submission of a drafted an extensive Recruitment 
Report and Notice of Filing Labor Certification for Teaching Positions or Posting Notice for non-
teaching positions. Before attempting to submit this eForm, please thoroughly review the instructions 
about the required elements of these documents.  It is preferable that you submit both the 
Recruitment Report and the Notice of Filing in draft form so that we may provide feedback before 
they are finalized and signed.

The detailed letter/report outlining the recruitment process for the position should include the 
following information:

a) Description of the job duties

b) Statement about the minimum requirements, including applicable degree, experience, training, and 
special skills for the position

c) Summary of recruitment efforts, i.e., ad placement, UC Job Update posting.  Include specific dates 
of advertising

d) Total number of applicants, and the specific job-related reasons why the foreign national is more 
qualified than each U.S. citizen or permanent resident who applied.  Each applicant must be discussed 
separately.

e) An extensive summary setting forth the selected candidate’s qualifications, including education and 
experience.  This summary should address how this individual met the minimum requirements AND 
was considered superior as compared to the other applicants. (Figure 63)
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In addition, a Notice of Filing Labor Certification must be completed and sent to the AAUP OR posted 
internally. The type of notice depends upon whether the position is covered by AAUP.  First, select 
and draft the applicable version of the form from the links provided at the bottom of this eForm, and 
upload it with this eForm.  

A sample recruitment report and the Notice of Filing (for both teaching and non-teaching positions) 
can be found at the bottom of the eForm.

Figure 63 - Recruitment Report
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Departmental Certification

All requests for Permanent Residency MUST be certified by the Department/Division Head.  Enter the 
required information about the Head and click the “Submit Button.”  The Department/Division Head 
will then receive an email asking him/her to review the request and certify departmental compliance 
with Department of Labor regulations.  His/her password and employee ID number will be sent with 
the email notice. (Figure 64)

Dear Ron Cushing:

The UC International Services (MAIN) requests that you review / comment on the following request 
submitted to our office.  If you have any questions please contact MAIN and ask to speak to an 
advisor. Thank you for your time and attention to this matter.

Request: Departmental Permanent Residency Compliance Certification

Client Name: Joseph  Bearcat
Client ID: M00000000
Your Login ID: cushinrb@email.uc.edu
Your Password: 39D674E-E8

Comment / Review Information at: https://ibearcatsglobal.uc.edu/review.cfm?index=39D674E-
E8!108441&logout=yes

UC International Services

Figure 64 - Departmental Certification

https://ibearcatsglobal.uc.edu/review.cfm?index=39D674E-E8!108441&logout=yes 
https://ibearcatsglobal.uc.edu/review.cfm?index=39D674E-E8!108441&logout=yes 
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Approvals and Processes

The Departmental Contact, the Department/Division Head, and the individual being hired will all be 
notified via email when an application has been processed.  Applications are processed on a first-
come, first-served basis.  J-1 applications can typically be completed in 5 business days as are “Other 
Immigration Status” eForms.  However, be advised that other employment petitions (H-1B, E-3, O-1, 
etc.) have multiple processes that must be completed that will take several months to finish, even 
if premium processing is requested.  Permanent residency petitions take even longer to process.  
Departments should be prepared for this and submit requests early.


