


WHOM SHOULD I CONTACT AT 
UW SYSTEM LEGAL ABOUT 
IMMIGRATION ISSUES?
• MATT LIND

• PHONE: 608-890-3281

• EMAIL: MLIND@UWSA.EDU

• OFFICE:
• 1842 VAN HISE HALL

1220 LINDEN DRIVE
MADISON, WI  53706

mailto:mlind@uwsa.edu


WHY DOES IMMIGRATION 
COMPLIANCE MATTER?
• IT TAKES TIME AND MONEY TO GET A VISA.

• IF YOU DON’T PAY ATTENTION, YOU MAY HAVE TO:
• PAY A HIGHER WAGE THAN YOU WANT.

• REDO THE SEARCH.

• NOT BE ABLE TO EMPLOY YOUR FIRST CHOICE CANDIDATE.



WHAT ACRONYMS AND 
ABBREVIATIONS DO I NEED TO 
KNOW?
• DOL = DEPARTMENT OF LABOR

• EB-1 = EMPLOYMENT BASED, PRIORITY 1

• EB-2 = EMPLOYMENT BASED, PRIORITY 2

• FORM I-485 = THE FORM FILED BY FOREIGN NATIONALS TO REQUEST A GREEN CARD

• H-1B = THE MOST COMMON TYPE OF TEMPORARY WORK VISA

• SOC = STANDARD OCCUPATIONAL CLASSIFICATION

• USCIS = U.S. CITIZENSHIP AND IMMIGRATION SERVICE



WHAT SHOULD BE CONSIDERED 
WHEN DRAFTING A POSITION 
DESCRIPTION?• IS THIS POSITION A COLLEGE AND 

UNIVERSITY TEACHER?

• IS THIS A PERMANENT POSITION?

• WHAT ARE THE DUTIES OF THIS POSITION?

• WHAT DEGREE IS PREFERRED OR 
REQUIRED?

• WHAT EXPERIENCE IS PREFERRED OR 
REQUIRED?

• WHAT LICENSURE IS PREFERRED OR 
REQUIRED?

• IS KNOWLEDGE OF A FOREIGN LANGUAGE 
REQUIRED?

• IS KNOWLEDGE OF SOFTWARE REQUIRED?

• IS OFFSITE WORK REQUIRED?

• IS LIVING ON CAMPUS REQUIRED?



IS THIS POSITION A COLLEGE OR 
UNIVERSITY TEACHER?
• DO:

• TAKE ADVANTAGE OF THE SPECIAL GREEN CARD PROCESS FOR “COLLEGE OR UNIVERSITY 
TEACHERS.”

• CONSIDER ALL TENURE-TRACK FACULTY POSITIONS TO BE A COLLEGE OR UNIVERSITY TEACHER, 
SINCE SUCH POSITIONS REQUIRE TEACHING RESPONSIBILITIES.

• THINK BROADLY ABOUT THE DEFINITION OF A “TEACHER.” A LIBRARIAN WHO GIVES LIBRARY 
ORIENTATION TOURS TO UNDERGRADUATE STUDENTS IS CONSIDERED TO BE A “TEACHER.”

• DON’T:
• EXPECT GREEN CARDS TO BE READILY AVAILABLE FOR NON-INSTRUCTIONAL POSITIONS.



IS THIS A PERMANENT POSITION?

• DO:
• CONSIDER TENURE-TRACK FACULTY POSITIONS “PERMANENT” FOR THE PURPOSES OF OBTAINING 

A GREEN CARD.

• CONSIDER INTERNATIONAL CANDIDATES FOR A TENURE-TRACK FACULTY SEARCH.

• CHECK TO SEE IF YOUR CAMPUS SPONSORS ACADEMIC STAFF POSITIONS FOR GREEN CARDS.



IS THIS A PERMANENT POSITION?

• DON’T:
• EXPECT A GREEN CARD TO BE AVAILABLE FOR AN ACADEMIC STAFF MEMBER ON A FIXED-TERM 

TERMINAL CONTRACT.

• EXPECT A GREEN CARD OR A TEMPORARY VISA TO BE AVAILABLE FOR A UNIVERSITY STAFF 
MEMBER.

• ASSUME YOUR CAMPUS SPONSORS TEMPORARY VISAS OR GREEN CARDS FOR ACADEMIC STAFF 
POSITIONS.



WHAT ARE THE DUTIES OF THIS 
POSITION?
• DO:

• FAMILIARIZE YOURSELF WITH DOL’S STANDARD OCCUPATION CLASSIFICATION (SOC) CODES FOR HIGHER 
EDUCATION. AVAILABLE AT: HTTP://WWW.ONETONLINE.ORG/FIND/INDUSTRY?I=61&G=GO.

• LOOK TO SEE IF THE POSITION MIGHT STRETCH OVER MORE THAN ONE SOC CODE.

• DECIDE WHICH SOC CODE IS PRIMARY.

• USE WORDS ASSOCIATED WITH THE PRIMARY SOC CODE TO DESCRIBE THE POSITION. HERE ARE SOME 
GOOD EXAMPLES:

• PROFESSOR OF ENGINEERING: TEACH COURSES IN HOW TO APPLY SCIENCE TO ENGINEERING ISSUES.

• PROFESSOR OF ECONOMICS: TEACH COURSES IN HOW TO APPLY CORE KNOWLEDGE TO ECONOMICS.

http://www.onetonline.org/find/industry?i=61&g=Go
http://www.onetonline.org/find/industry?i=61&g=Go


WHAT ARE THE DUTIES OF THIS 
POSITION?

• DON’T:
• USE WORDS ASSOCIATED WITH THE NON-PRIMARY SOC CODES IN A POSITION DESCRIPTION. 

HERE ARE SOME EXAMPLES OF DUTIES TO RUN BY THE CAMPUS HUMAN RESOURCES OFFICE:
• PROFESSOR OF ENGINEERING: TEACH COURSES IN PHYSICS, PHYSICAL CHEMISTRY, AND MATERIALS 

SCIENCE.

• PROFESSOR OF ECONOMICS: TEACH COURSES IN SOCIAL SCIENCES.



WHAT ARE THE DUTIES OF THIS 
POSITION?
• DO:

• CONSIDER WHAT EXPECTATIONS ARE NORMAL FOR SUCH POSITIONS IN HIGHER EDUCATION.

• DESCRIBE TRADITIONAL SERVICE RESPONSIBILITIES AS “SUPPORT, ASSISTANCE, 
COLLABORATION, INSTRUCTION, MENTORING, ETC.”

• PROVIDE APPROPRIATE COMPENSATION FOR POSITIONS WHICH:
• REQUIRE KNOWLEDGE AND EXPERTISE IN TWO DIFFERENT DISCIPLINES OR

• REQUIRE ACTUAL ADMINISTRATIVE OR SUPERVISORY DUTIES.



WHAT ARE THE DUTIES OF THIS 
POSITION?

• DON’T:
• CHARACTERIZE TRADITIONAL SERVICE RESPONSIBILITIES AS “LEADERSHIP, SUPERVISION, 

OVERSIGHT, DIRECTION, COORDINATION, ETC.”

• DESCRIBE WORKING WITH STUDENTS IN THE SAME MANNER AS OVERSEEING AN EMPLOYEE.



WHAT DEGREE IS PREFERRED OR 
REQUIRED?

• DO:
• LIST A TERMINAL DEGREE AS A PREFERRED QUALIFICATION. HERE ARE SOME GOOD EXAMPLES:

• CANDIDATES WITH A COMPLETED TERMINAL DEGREE IN ENGLISH OR CLOSELY RELATED FIELD 
PREFERRED.

• CANDIDATES WITH A COMPLETED PH.D. IN PHYSICS OR RELATED FIELD GIVEN PREFERENCE.



WHAT DEGREE IS PREFERRED OR 
REQUIRED?

• DO:
• LIST A DEGREE AS A MINIMUM REQUIREMENT IF AN APPLICANT WOULD NOT BE CONSIDERED 

WITHOUT HAVING SUCH A DEGREE. HERE ARE SOME GOOD EXAMPLES:
• MASTER’S DEGREE OR ITS FUNCTIONAL EQUIVALENT IN MATH OR CLOSELY RELATED FIELD.

• TO BE CONSIDERED, A CANDIDATE MUST HAVE COMPLETED ALL THE REQUIREMENTS, OTHER THAN A 
DISSERTATION, FOR A TERMINAL DEGREE IN SOCIOLOGY.



WHAT DEGREE IS PREFERRED OR 
REQUIRED?

• DO:
• PROVIDE A DEADLINE BY WHICH A PREFERRED DEGREE MUST BE OBTAINED. PLAN TO END THE 

EMPLOYMENT IF THAT DEADLINE IS NOT MET. HERE ARE SOME GOOD EXAMPLES:
• A TERMINAL DEGREE IN CHEMISTRY OR CLOSELY RELATED FIELD MUST BE OBTAINED WITHIN ONE YEAR 

OF STARTING EMPLOYMENT AT UW-COLLEGE TOWN.

• TO BE CONSIDERED FOR PROMOTION OR TENURE, A PH.D. IN PHILOSOPHY, RELIGIOUS STUDIES, OR A 
RELATED FIELD MUST HAVE BEEN OBTAINED.



WHAT DEGREE IS PREFERRED OR 
REQUIRED?
• DON’T:

• LIST A DEGREE AS A MINIMUM REQUIREMENT IF YOU WOULD CONSIDER CANDIDATES WITHOUT 
THAT DEGREE.

• LIST MORE THAN ONE DEGREE AS A MINIMUM REQUIREMENT WITHOUT CONTACTING YOUR 
CAMPUS HUMAN RESOURCES OFFICE.

• ALLOW A CANDIDATE TO COMPLETE THE MINIMUM REQUIREMENT AFTER HIRE WITHOUT 
CONTACTING YOUR CAMPUS HUMAN RESOURCES OFFICE.



WHAT DEGREE IS PREFERRED OR 
REQUIRED?

• DO:
• LIST A SPECIFIC SUBDISCIPLINARY AREA OF STUDY OR RESEARCH INTEREST AS A STAND-ALONE 

PREFERRED QUALIFICATION. HERE ARE SOME GOOD EXAMPLES:
• PREFERENCE WILL BE GIVEN TO A CANDIDATE WITH AN EDUCATIONAL BACKGROUND IN TREATING 

SPORTS-RELATED INJURY.

• CANDIDATES WITH AN INTEREST IN LITERATURE EXAMINING THE INTERSECTION OF GENDER, CLASS, AND 
RACE WILL BE PREFERRED.



WHAT DEGREE IS PREFERRED OR 
REQUIRED?

• DON’T:
• CONNECT A SPECIFIC SUBDISCIPLINARY AREA OF STUDY OR RESEARCH INTEREST TO A SPECIFIC 

DEGREE.

• LIST A SPECIFIC SUBDISCIPLINARY AREA OF STUDY OR RESEARCH INTEREST AS A MINIMUM 
REQUIREMENT UNLESS YOU WILL NOT CONSIDER APPLICANTS WITHOUT THAT SUBDISCIPLINE.



WHAT EXPERIENCE IS PREFERRED 
OR REQUIRED?
• DO:

• LIST DESIRABLE NON-HIGHER EDUCATION EXPERIENCE AS A PREFERRED QUALIFICATION. HERE IS 
A GOOD EXAMPLE:

• CANDIDATES WITH EXPERIENCE AS A PROFESSIONAL ACCOUNTANT WILL BE GIVEN PREFERENCE.

• CANDIDATES WITH EXPERIENCE AS A PROFESSIONAL ACCOUNTANT AND THOSE WITH A TERMINAL 
DEGREE IN ACCOUNTING WILL BE GIVEN PREFERENCE.

• LOWER THE MINIMUM DEGREE REQUIREMENT IF YOU WANT TO CONSIDER CANDIDATES WITH A 
BACKGROUND THAT IS AN ALTERNATIVE TO THE DEGREE REQUIREMENT.



WHAT EXPERIENCE IS PREFERRED 
OR REQUIRED?
• DON’T:

• LIST ALTERNATIVE REQUIREMENTS WITHOUT CHECKING WITH YOUR CAMPUS HUMAN RESOURCES 
OFFICE. HERE ARE SOME EXAMPLES OF REQUIREMENTS TO RUN BY THE CAMPUS HUMAN 
RESOURCES OFFICE:

• CANDIDATES MUST HAVE EITHER A TERMINAL DEGREE IN ACCOUNTING OR MUST HAVE THREE YEARS’ 
PROFESSIONAL EXPERIENCE AS AN ACCOUNTANT.

• CANDIDATES MUST EITHER HAVE A TERMINAL DEGREE IN PUBLIC ADMINISTRATION OR A PROFESSIONAL 
DEGREE, SUCH AS A JD OR AN MPA AND THREE YEARS OF PROFESSIONAL EXPERIENCE IN THE PUBLIC 
SECTOR.



WHAT EXPERIENCE IS PREFERRED 
OR REQUIRED?
• DO:

• LIST SPECIFIC EXPERIENCE AS A PREFERRED QUALIFICATION IF IT CAN BE GAINED WHILE 
EARNING A DEGREE THAT IS A MINIMUM REQUIREMENT OR ANOTHER PREFERRED 
QUALIFICATION. HERE ARE SOME GOOD EXAMPLES:

• PREFERENCE WILL BE GIVEN TO CANDIDATES WHO HAVE TAUGHT CHEMISTRY COURSES AT THE POST-
SECONDARY LEVEL.

• CANDIDATES WHO HAVE SUCCESSFULLY TAUGHT GENDER STUDIES COURSES WILL BE GIVEN 
PREFERENCE.



WHAT EXPERIENCE IS PREFERRED 
OR REQUIRED?

• DO:
• CALCULATE AND LIST THE EXPERIENCE REQUIREMENTS TO THE NEAREST MONTH.

• TREAT ONE ACADEMIC YEAR OF EXPERIENCE AS NINE (9) MONTHS.



WHAT EXPERIENCE IS PREFERRED 
OR REQUIRED?
• DON’T:

• LIST ANY EXPERIENCE THAT CAN BE GAINED WHILE EARNING A DEGREE AS A MINIMUM 
REQUIREMENT IF YOU’VE ALREADY LISTED THE DEGREE AS A MINIMUM REQUIREMENT.

• USE A MINIMUM EXPERIENCE REQUIREMENT FOR A TENURE-TRACK FACULTY POSITION WITHOUT 
CHECKING WITH THE CAMPUS HUMAN RESOURCES OFFICE.

• LIST MORE THAN THIRTY-SIX (36) MONTHS TOTAL EXPERIENCE FOR ANY ENTRY-LEVEL POSITION 
WITHOUT CHECKING WITH THE CAMPUS HUMAN RESOURCES OFFICE.



WHAT LICENSURE IS PREFERRED 
OR REQUIRED?
• DO:

• LIST LICENSURE, A CERTIFICATE, OR MEMBERSHIP IN A PROFESSIONAL ORGANIZATION AS A 
PREFERRED QUALIFICATION IF IT IS COMMON FOR THOSE IN SIMILAR POSITIONS TO HAVE SUCH A 
QUALIFICATION. HERE ARE SOME GOOD EXAMPLES:

• CANDIDATES WHO ARE LICENSED TO PRACTICE SOCIAL WORK IN WISCONSIN WILL BE GIVEN 
PREFERENCE.

• CANDIDATES ARE PREFERRED IF THEY HAVE OBTAINED CERTIFICATION IN BUSINESS PROCESS 
MANAGEMENT.



WHAT LICENSURE IS PREFERRED 
OR REQUIRED?
• DO:

• LIST A PROFESSIONAL LICENSE OR CERTIFICATE AS A MINIMUM REQUIREMENT IF THE POSITION 
INVOLVES CLINICAL OR PRACTICAL INSTRUCTION BY THE SUCCESSFUL CANDIDATE. HERE ARE 
SOME GOOD EXAMPLES:

• TO BE CONSIDERED, CANDIDATES MUST BE LICENSED TO PRACTICE NURSING IN THE STATE OF 
WISCONSIN.

• VALID TEACHER CERTIFICATION FOR SECONDARY EDUCATION MUST BE OBTAINED BEFORE THE START 
DATE OF EMPLOYMENT.

• SPECIFY THE JURISDICTION IN WHICH THE LICENSE OR CERTIFICATE SHOULD OR MUST BE VALID.



WHAT LICENSURE IS PREFERRED 
OR REQUIRED?

• DON’T:
• MAKE LICENSURE, A CERTIFICATE, OR MEMBERSHIP IN A PROFESSIONAL ORGANIZATION A 

PREFERRED QUALIFICATION IF IT IS NOT NORMAL FOR SIMILAR POSITIONS WITHIN HIGHER 
EDUCATION.

• MAKE A LICENSURE OR A CERTIFICATE A MINIMUM REQUIREMENT UNLESS IT IS ACTUALLY 
REQUIRED TO DO THE JOB.



IS KNOWLEDGE OF A FOREIGN 
LANGUAGE REQUIRED?

• DON’T:
• LIST KNOWLEDGE OF A FOREIGN LANGUAGE AS A MINIMUM REQUIREMENT OR PREFERRED 

QUALIFICATION WITHOUT CHECKING WITH THE CAMPUS HUMAN RESOURCES OFFICE. FOR 
POSITIONS TEACHING A SPECIFIED FOREIGN LANGUAGE, SUCH A REQUIREMENT IS ALREADY 
ASSUMED UNDER SOC CODE 25-1124.00, FOREIGN LANGUAGE TEACHERS, POSTSECONDARY, 
AVAILABLE AT: HTTP://WWW.ONETONLINE.ORG/LINK/SUMMARY/25-1124.00.

http://www.onetonline.org/link/summary/25-1124.00
http://www.onetonline.org/link/summary/25-1124.00


IS KNOWLEDGE OF SOFTWARE 
REQUIRED?
• DO:

• LIST KNOWLEDGE OF A SPECIFIC TYPE OF SOFTWARE AS A PREFERRED QUALIFICATION IF THAT 
TYPE OF SOFTWARE IS NORMALLY USED IN SIMILAR POSITIONS IN HIGHER EDUCATION.

• DON’T:
• LIST KNOWLEDGE OF A SPECIFIC TYPE OF SOFTWARE AS A MINIMUM REQUIREMENT FOR A 

TENURE-TRACK FACULTY POSITION WITHOUT CHECKING WITH THE CAMPUS HUMAN RESOURCES 
OFFICE.



IS OFFSITE WORK REQUIRED?

• DO:
• SPECIFY IF THE EMPLOYEE WILL BE EXPECTED TO PERFORM WORK FOR THE UNIVERSITY 

OUTSIDE OF THE COUNTY IN WHICH THE CAMPUS IS LOCATED.

• DON’T:
• SPECIFY EXPECTATIONS OF TRAVEL TO PROFESSIONAL CONFERENCES OR ON SABBATICAL THAT 

ARE NORMAL FOR THOSE IN SIMILAR POSITIONS IN HIGHER EDUCATION.



IS LIVING ON CAMPUS REQUIRED?

• DO:
• SPECIFY IF THE EMPLOYEE WILL BE REQUIRED, AS OPPOSED TO PERMITTED, TO LIVE ON 

CAMPUS.

• DON’T:
• SPECIFY IF THE EMPLOYEE IS MERELY PERMITTED TO LIVE ON CAMPUS.



WHAT IS THE PREVAILING WAGE?
• DO:

• CHECK THE PREVAILING WAGE FOR THE POSITION BY FOLLOWING THE FOLLOWING STEPS:
• GO TO HTTP://WWW.ONETONLINE.ORG/.
• CLICK ON “FLC WAGE SEARCH WIZARD.”
• CHOOSE “WISCONSIN.”
• THEN CHOOSE THE MOST RECENT “ACWIA – HIGHER EDUCATION DATABASE”
• THEN CHOOSE YOUR COUNTY (NOT COUNTRY.)
• THEN CHOOSE THE APPROPRIATE SOC CODE FOR THE POSITION. GENERALLY, SOC CODES FOR HIGHER 

EDUCATION BEGIN WITH A “25-.” THE STANDARD OCCUPATIONAL CLASSIFICATION (SOC) CODES FOR HIGHER 
EDUCATION ARE AVAILABLE AT: HTTP://WWW.ONETONLINE.ORG/FIND/INDUSTRY?I=61&G=GO

• THEN CLICK “SEARCH.”

http://www.onetonline.org/
http://www.onetonline.org/find/industry?i=61&g=Go


WHAT IS THE PREVAILING WAGE?

• DO:
• REMEMBER THAT THE CAMPUS CAN ONLY DETERMINE ITS OWN PREVAILING WAGES FOR H-1B 

VISAS, BUT NOT FOR GREEN CARDS.

• REMEMBER THAT THE WAGES EXPIRE EVERY JUNE 30TH.



WHAT IS THE PREVAILING WAGE?

• DON’T:
• EXPECT A DOL WAGE DETERMINATION TO BE DONE QUICKLY.

• RELY ON A WAGE IF THE LABOR CERTIFICATION WILL BE FILED AFTER THE UPCOMING JUNE 30TH.

• PUBLISH A WAGE IN AN AD WITHOUT CHECKING WITH THE CAMPUS HUMAN RESOURCES OFFICE.



WHAT ADS SHOULD BE RUN?

• DO:
• ALWAYS PLACE AN AD WITH A PROFESSIONAL ASSOCIATION OR PLACE WHERE QUALIFIED 

CANDIDATES IN YOUR FIELD ARE LIKELY TO LOOK.
• PLACING MORE THAN ONE AD IS TOTALLY ACCEPTABLE.

• IF YOU DO NOT PUT ADS WHERE QUALIFIED CANDIDATES WOULD LOOK, THIS COULD POSE OTHER 
PROBLEMS.



WHAT ADS SHOULD BE RUN?

• DO:
• ALSO PLACE AN AD IN THE CHRONICLE OF HIGHER EDUCATION (THE “CHRONICLE”).

• THE CHRONICLE OFFERS UNIVERSITIES THE ABILITY TO PURCHASE HIGH VOLUME WEB-AD PACKAGES 
WITH PRICES RANGING FROM $143 TO $248 PER AD. (BASED ON THE CURRENT PRICING STRUCTURE 
AVAILABLE AT: HTTP://CHRONICLE.COM/ITEMS/BIZ/PDF/CHE_RECRUITMENT_RATES.PDF)

• THE DOL AND USCIS HAVE HISTORICALLY CONSIDERED THE CHRONICLE TO BE A “NATIONAL 
PROFESSIONAL JOURNAL” FOR “COLLEGE AND UNIVERSITY TEACHERS.”

http://chronicle.com/items/biz/pdf/CHE_recruitment_rates.pdf


WHAT ADS SHOULD BE RUN?

• DON’T:
• EXPECT DOL OR USCIS TO PUBLISH A LIST OF ACCEPTABLE “NATIONAL PROFESSIONAL 

JOURNALS.”
• DOL AND USCIS WANT TO BE ABLE TO EVALUATE EACH CASE UNDER ITS OWN UNIQUE SET OF 

CIRCUMSTANCES.

• ANY AD PUBLISHED SOMEWHERE BESIDES THE CHRONICLE WILL BE SUBJECT TO A VERY CLOSE REVIEW 
BY AN INDIVIDUAL WHO IS LIKELY NOT FAMILIAR WITH WHICH ADS ARE APPROPRIATE FOR A 
RECRUITMENT IN YOUR DISCIPLINE.



WHAT ADS SHOULD BE RUN?

• DON’T:
• EXPECT TO FIND A COST-EFFECTIVE REASON NOT TO PUBLISH AN AD IN A CHRONICLE.

• THE WORK TIME UNIVERSITY EMPLOYEES SPEND JUSTIFYING THAT A JOURNAL IN YOUR DISCIPLINE IS A 
“NATIONAL PROFESSIONAL JOURNAL” WILL PROBABLY COST THE UNIVERSITY MORE THAN PUBLISHING A 
WEB AD IN THE CHRONICLE.

• THE COST TO THE DEPARTMENT AND TO THE SUCCESSFUL CANDIDATE IF THE LABOR CERTIFICATION IS 
REJECTED BECAUSE AN AD IS NOT PUBLISHED IN THE CHRONICLE WILL BE FAR MORE THAN THE COST 
OF RUNNING AN AD IN THE CHRONICLE.



WHAT ADS SHOULD BE RUN?

• DO:
• INCLUDE THE ENTIRE TEXT OF THE POSITION LISTING AVAILABLE AT HUMAN RESOURCES.

• THERE IS NO EXTRA CHARGE FOR EXTRA TEXT FOR WEB-ONLY ADS AT THE CHRONICLE.

• YOU MUST INCLUDE THE “TITLE, DUTIES, AND REQUIREMENTS” FOR THE POSITION.

• “POINTER ADS” THAT DIRECT THE APPLICANT TO THE UNIVERSITY’S WEBSITE ARE NOT SUFFICIENT.



WHAT ADS SHOULD BE RUN?

• DO:
• POST WEB ADS FOR A MINIMUM OF THIRTY (30) CALENDAR DAYS.

• PRINT OUT THE AD FROM A WEB-BROWSER ON THE DAY IT GOES UP AND THE DAY IT COMES 
DOWN.

• PRINT THE AD AS A PDF AND SAVE IT ELECTRONICALLY, IF YOU HAVE PDF SOFTWARE SUCH AS ADOBE 
PROFESSIONAL, GOOGLE CHROME, CUTEPDF, PRIMOPDF, ETC.

• IF YOUR CAMPUS HAS TAM OR ANOTHER ELECTRONIC SEARCH SOFTWARE, FEEL FREE TO SAVE IT THERE.



WHAT SHOULD BE CONSIDERED 
DURING THE SEARCH PROCESS?

• HOW SHOULD CANDIDATES BE EVALUATED?

• HOW SHOULD TRAVEL BY CANDIDATES BE PAID FOR?

• HOW SHOULD INTERVIEWS BE SCHEDULED AND CONDUCTED?



HOW SHOULD CANDIDATES BE 
EVALUATED?
• DO:

• CONSIDER EQUIVALENT FOREIGN DEGREES AS MEETING THE MINIMUM REQUIREMENT OR 
PREFERRED QUALIFICATION.

• DON’T:
• REFUSE TO CONSIDER AN EQUIVALENT FOREIGN DEGREE AS MEETING THE MINIMUM 

REQUIREMENT OR PREFERRED QUALIFICATION WITHOUT CHECKING WITH THE CAMPUS HUMAN 
RESOURCES OFFICE.



HOW SHOULD CANDIDATES BE 
EVALUATED?

• DON’T:
• CONSIDER CANDIDATES THAT DO NOT MEET THE MINIMUM REQUIREMENTS.

• USE SOMEONE’S IMMIGRATION STATUS AS A REASON NOT TO CONSIDER THEM.

• CONSIDER EXPERIENCE OBTAINED AT YOUR CAMPUS WHEN EVALUATING A CANDIDATE WITHOUT 
CHECKING WITH THE CAMPUS HUMAN RESOURCES OFFICE.



HOW SHOULD TRAVEL BY 
CANDIDATES BE PAID FOR?
• DO:

• SET A NEUTRAL RULE ABOUT HOW CANDIDATE TRAVEL EXPENSES WILL BE REIMBURSED. YOU 
CAN LIMIT REIMBURSEMENTS TO TRAVEL WITHIN THE U.S., BY TOTAL DOLLAR AMOUNT, OR BY 
TOTAL MILEAGE.

• STICK TO YOUR NEUTRAL RULES.

• DON’T:
• MAKE DECISIONS ON THE FLY ABOUT HOW TO REIMBURSE CANDIDATES FOR TRAVEL.



HOW SHOULD INTERVIEWS BE 
SCHEDULED AND CONDUCTED?
• DO:

• GIVE ALL THE CANDIDATES THE SAME OPPORTUNITIES TO RESCHEDULE OR TELECONFERENCE 
FOR INTERVIEWS.

• DON’T:
• CONSIDER A CANDIDATE WHO CANNOT ATTEND THE INTERVIEW IN THE MANNER YOU HAVE 

OFFERED EQUALLY TO CANDIDATES, EVEN IF THAT IS DUE TO VISA DIFFICULTY.

• MAKE ANY PROMISES ABOUT OBTAINING A VISA FOR ANY CANDIDATES.



WHAT SHOULD BE CONSIDERED 
WHEN WRITING AN OFFER 
LETTER OR CONTRACT?

• WHEN WILL THE CANDIDATE ACTUALLY START?

• WHAT TIMING SHOULD BE CONSIDERED?

• HOW SHOULD FUTURE DEGREE OR CERTIFICATION REQUIREMENTS BE HANDLED?



WHEN WILL THE CANDIDATE 
ACTUALLY START?
• DO:

• CONSIDER WHEN THE SUCCESSFUL CANDIDATE NEEDS TO BE WITHIN THE UNITED STATES, IF THE 
CANDIDATE IS OVERSEAS.

• CONSIDER WHEN THE SUCCESSFUL CANDIDATE WILL NEED TO SHOW UP ON CAMPUS TO BEGIN 
PREPARING FOR THE SCHOOL YEAR, INCLUDING ORIENTATION SESSIONS AND OTHER SUCH 
MEETINGS.

• DON’T:
• FORGET TO CONSIDER THE TIMING OF AN ORIENTATION OR A MOVE WHEN WRITING THE 

CONTRACT.



WHEN WILL THE CANDIDATE 
ACTUALLY START?
• DO:

• INCLUDE THE FOLLOWING LANGUAGE IN THE CONTRACT, IF A VISA NEEDS TO BE SPONSORED TO 
BEGIN BEFORE THE TRADITIONAL TEACHING DATE:

• “AS OF [THE START DATE], [THE SUCCESSFUL CANDIDATE] WILL HAVE ACCESS TO PHYSICAL AND 
ELECTRONIC CAMPUS RESOURCES, INCLUDING AN OFFICE, THE LIBRARY, AND AN EMAIL ACCOUNT.”

• IF A TENURE-TRACK PROFESSOR, ALSO INCLUDE: “AS OF [THE START DATE], [THE SUCCESSFUL 
CANDIDATE] WILL BEGIN WORKING TOWARDS THE RESEARCH AND SERVICE REQUIREMENTS FOR 
OBTAINING TENURE.”



WHEN TIMING SHOULD BE 
CONSIDERED?
• DO:

• REMEMBER THAT THE CLOCK FOR THE CAMPUS TO FILE A LABOR CERTIFICATE FOR A GREEN 
CARD BEGINS ON THE DAY THE FIRST WRITTEN OFFER LETTER IS SENT TO THE SUCCESSFUL 
CANDIDATE.

• SAVE A DATED COPY OF THE INITIAL OFFER LETTER.
• WORK WITH YOUR CAMPUS IMMIGRATION PROFESSIONALS TO HAVE A LABOR CERTIFICATION 

FILED WITHIN EIGHTEEN (18) MONTHS OF THAT LETTER.

• DON’T:
• ASSUME THAT THE VISA OR GREEN CARD PROCESS WILL MOVE SWIFTLY OR SMOOTHLY.



HOW SHOULD FUTURE DEGREE 
OR CERTIFICATION 
REQUIREMENTS BE HANDLED?
• DO:

• INCLUDE SPECIFIC TIMEFRAMES FOR THE SUCCESSFUL CANDIDATE TO MEET ALL FUTURE 
REQUIREMENTS, SUCH AS A DEGREE OR A CERTIFICATION.

• MAKE SURE THAT ALL MINIMUM REQUIREMENTS IN THE AD ARE COMPLETED BEFORE THE 
EIGHTEEN (18) MONTH DEADLINE HAS PASSED OR PLAN TO DO ANOTHER SEARCH.

• FOLLOW UP WITH THE CANDIDATE ON A MONTHLY BASIS TO TRACK HIS OR HER PROGRESS ON 
MEETING ANY FUTURE REQUIREMENTS.

• TREAT U.S. NATIONALS WHO FAIL TO MEET SUCH REQUIREMENTS THE SAME AS FOREIGN 
NATIONALS.



HOW SHOULD FUTURE DEGREE 
OR CERTIFICATION 
REQUIREMENTS BE HANDLED?

• DON’T:
• TRUST THE CANDIDATE’S OR EMPLOYEE’S ASSURANCES THAT THE PROCESS IS ON TRACK.

• MAKE ANY PROMISES REGARDING FUTURE EMPLOYMENT IF THE MINIMUM REQUIREMENTS ARE 
NOT MET.



WHAT SHOULD BE CONSIDERED 
AFTER AN OFFER IS ACCEPTED?

• IS THE SUCCESSFUL CANDIDATE’S PASSPORT UP-TO-DATE?

• IS A TEMPORARY VISA AVAILABLE?

• IS A GREEN CARD AVAILABLE?

• FOR WHAT IS THE SUCCESSFUL CANDIDATE RESPONSIBLE?

• WHAT IF THE SUCCESSFUL CANDIDATE WANTS TO TRAVEL ABROAD?



IS THE SUCCESSFUL CANDIDATE’S 
PASSPORT UP-TO-DATE?

• DO:
• REMIND A FOREIGN NATIONAL EMPLOYEE, INCLUDING PERMANENT RESIDENTS, TO MAKE SURE 

THAT THEIR PASSPORT IS ALWAYS UP-TO-DATE AND RENEWED AS FAR AHEAD AS POSSIBLE.

• DON’T:
• EXPECT A TEMPORARY VISA TO BE ISSUED BEYOND THE EXPIRATION DATE OF THE PASSPORT.



IS A TEMPORARY VISA AVAILABLE?

• DO:
• REMEMBER THAT IT COSTS $325 WITH AN ADDITIONAL ONE-TIME FEE PER EMPLOYEE OF $500 

AND TAKES APPROXIMATELY SIX (6) MONTHS TO OBTAIN A TEMPORARY H-1B WORK VISA WITH 
NORMAL PROCESSING.

• REMEMBER THAT AN EXPEDITED H-1B VISA COSTS AN ADDITIONAL $1225, AND STILL REQUIRES 
APPROXIMATELY SIXTY (60) DAYS PROCESSING TIME.

• INFORM YOUR CAMPUS HUMAN RESOURCES OFFICE AS SOON AS POSSIBLE IF THERE IS ANY 
CONCERN ABOUT SPONSORING A VISA.



IS A TEMPORARY VISA AVAILABLE?

• DON’T:
• EXPECT A VISA TO BE QUICKLY OBTAINED.

• EXPECT A TEMPORARY VISA TO BE ISSUED FOR A LONGER PERIOD THAN THE CONTRACT.



IS A GREEN CARD AVAILABLE?
• DO:

• REMEMBER THAT OUR EMPLOYEES ARE GENERALLY ENTITLED TO AN EMPLOYEE BASED, PRIORITY TWO 
(EB-2) GREEN CARD, IF THE PROCESS IS DONE CORRECTLY.

• REMEMBER THAT IT GENERALLY TAKES A MINIMUM OF TWO (2) YEARS FOR A GREEN CARD TO BE 
ISSUED. FOR NATIONALS OF VERY POPULOUS COUNTRIES, I.E., INDIA AND THE PEOPLE’S REPUBLIC OF 
CHINA, IT CAN TAKE A MUCH LONGER TIME.

• ENCOURAGE EMPLOYEES TO FILE THE FORM I-485 TO OBTAIN THEIR GREEN CARD AT THEIR EARLIEST 
CONVENIENCE.

• ENCOURAGE EMPLOYEES INTERESTED IN AN EMPLOYMENT BASED, PRIORITY ONE (EB-1) GREEN 
CARDS TO CONTACT THE CAMPUS HUMAN RESOURCES OFFICE TO DISCUSS THE EB-1 PROCESS.



IS A GREEN CARD AVAILABLE?

• DON’T:
• OFFER TO PAY FOR A SECOND GREEN CARD APPLICATION, INCLUDING AN EB-1, IF THE FIRST HAS 

NOT YET BEEN DENIED.

• SIGN ANY DOCUMENTS RELATED TO AN EB-1 APPLICATION WITHOUT CHECKING WITH THE 
CAMPUS HUMAN RESOURCES OFFICE.



FOR WHAT IS THE FOREIGN 
NATIONAL RESPONSIBLE?
• DO:

• ENCOURAGE FOREIGN NATIONAL EMPLOYEES TO SEEK OUT THEIR OWN LEGAL COUNSEL IF THEY 
HAVE QUESTIONS ABOUT HOW IMMIGRATION LAW APPLIES TO THEM OR THEIR FAMILY.

• ENCOURAGE FOREIGN NATIONAL EMPLOYEES TO SEEK LEGAL RECOMMENDATIONS FROM THEIR 
FRIENDS WHO HAVE ALSO SOUGHT IMMIGRATION ASSISTANCE.

• REMIND FOREIGN NATIONALS THAT THEY CAN HIRE AN ATTORNEY FROM OUTSIDE OF THE STATE 
OF WISCONSIN TO ASSIST THEM WITH IMMIGRATION MATTERS, AS IMMIGRATION IS PART OF 
FEDERAL, NOT STATE, LAW.



FOR WHAT IS THE FOREIGN 
NATIONAL RESPONSIBLE?
• DON’T:

• OFFER TO PAY FOR A PRIVATE ATTORNEYS FEES. THE UW SYSTEM CANNOT REIMBURSE EMPLOYEES FOR 
THE SERVICES OF THEIR OWN ATTORNEY.

• OFFER TO HELP OR PAY FOR IMMIGRATION SERVICES FOR A FOREIGN NATIONAL’S FAMILY. THE UW 
SYSTEM CANNOT PAY FOR THE IMMIGRATION-RELATED COSTS OF A FOREIGN NATIONAL EMPLOYEE’S 
FAMILY.

• OFFER TO HELP OR PAY FOR THE FILING OF FORM I-485. THE UW SYSTEM CANNOT PAY FOR AN I-485.

• OFFER TO HELP OR PAY FOR AN APPLICATION FOR U.S. CITIZENSHIP. THE UW SYSTEM CANNOT PAY FOR 
A U.S. CITIZENSHIP APPLICATION.



WHAT IF THE SUCCESSFUL 
CANDIDATE WANTS TO TRAVEL 
ABROAD?
• DO:

• REMIND EMPLOYEES ON AN H-1B VISA TO BRING THE FOLLOWING DOCUMENTS WITH THEM WHEN 
THEY TRAVEL OUTSIDE THE U.S.:

• CURRENT PASSPORT, MOST RECENT I-94 CARD, MOST RECENT CONTRACT, 
• MOST RECENT APPROVAL NOTICE (IF THEY ADJUSTED TO THEIR CURRENT STATUS IN THE U.S.), AND
• A LETTER EXPLAINING THAT THE FOREIGN NATIONAL WILL CONTINUE TO BE EMPLOYED AND THE UNIVERSITY IS 

ANTICIPATING HIS OR HER RETURN.

• DON’T:
• EXPECT THE UNIVERSITY TO BE ABLE TO ASSIST FOREIGN NATIONAL EMPLOYEES WHO ARE OUT OF THE 

COUNTRY WITH THEIR RETURN.
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