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Reason for Procedure

Kirkwood Community College will pay for certain fees and costs related to the application for permanent
residency (Green Card) through a vendor selected by the College. The fees paid for by the College, on
behalf of the employee, represent economic value and are taxable to the according to IRS regulations.

The Procedure

Green Card Sponsorship:

Green card sponsorship may be requested after the employee has:

a. Completed a minimum of 2 years of continuous full-time, employment with the College,
Received a recommendation from his/her supervisor, and
Agree, in writing (by signing the Employee Reimbursement Agreement) that if the employee
voluntary terminates employment from the College within 2 years of receipt of his/her
Green Card, or is discharged for misconduct, the employee is responsible for all attorney
fees and costs paid for by the College.

The date of receipt of the Green Card is based upon the date the Green Card is approved, not the date
the application is submitted for filing with USCIS.

Department Shall Bear Responsibility for Fees and Costs:

The College’s fees and costs associated with pursuing and/or obtaining the employee’s Green Card will
be the responsibility of the department employing the individual at the time the application process is
initiated.

Human Resources will be the point of contact and will coordinate the Green Card acquisition process.


https://kin.kirkwood.edu/kcc/forms/Forms%20Library/Human%20Resources/Green%20Card%20Reimbursement%20Agreement.doc
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Reimbursable Expenses:

Kirkwood is responsible, by regulation, to pay for certain expenses related to the Green Card process.
The attorneys’ fees and other costs related to the Labor Certification Application (also referred to as the
PERM process) are the sole responsibility of the College and are not passed onto the employee.

In the event the employee voluntarily terminates employment or is discharged for misconduct prior to
obtaining his/her Green Card; or within 2 years of receipt of his/her Green Card, the employee is
responsible for paying all other fees and costs. These costs include attorney fees and USCIS filing fees
associated with the 1-140 Immigration Petition and the I-485 Adjustment of Status Application (or
consular processing fees, should the employee choose consular processing in lieu of Adjustment of
Status), as set forth in the Employee Reimbursement Agreement.

The College will not pay for premium processing unless there is a business need.

Green Card Benefit for Family Members

The College will not pay for the fees and costs associated with pursuing Permanent Residency for the
family members of a College employee.

Exceptions to this procedure are made on a case-by-case basis with the prior approval of the
appropriate Cabinet member.

Nothing contained in this procedure affects the at-will status of the employment relationship.
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