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Recruitment & 
Selection
(Search 
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Hiring Authority)
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approval, hiring 

authority will 
extend verbal and 
formal written offer 

to selected 
candidate

Offer accepted by 
candidate

No

Yes

Hiring authority 
determines if the 

new employee is a 
foreign national in 

need of 
sponsorship*

No

Yes

New hire 
paperwork is 
completed by 

hiring authority 
(Employee must 

have work 
authorization on or 
before start date)

Hiring 
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regarding 
visa status

Revise offer or 
select new 
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EMPLOYMENT OF A FOREIGN NATIONAL – Staff

If the department chooses 
to support employee for 
Permanent Residency, 

HRM will refer employee 
to outside attorney for 

consultation

Note:
Consider IHL Board 

approval requirements  
when extending an offer

Hiring authority 
requests approval 

through the chain of 
command to support 

visa sponsorship 
process for employee

*Hiring authority should review funding for costs associated with visa sponsorship – costs cannot be charged to grants or contracts

The request for 
sponsorship must 
originate with the 

department/unit and be 
submitted to the vice 

president in the form of a 
letter for approval.

The support letter must be
accompanied by the offer 

letter.


