
Notes about Social Insurance Numbers & SIN cards 

 

 Under the Employment Insurance Act, the Employer is required to see a new 

employee’s SIN card within 3 days of hire.  Presenting the SIN card to the Employer 

helps to eliminate identity fraud and proves the employee is eligible to work in Canada 

 

 The employee must produce his or her SIN card for verification.  Please photocopy the 

card, make a note on the copy to confirm that you have viewed the original, and 

forward the verified copy to Payroll.  (The employee may bring the card directly to the 

Payroll Department located on the Langley Campus for verification if preferred.) 

 

 If the SIN card is not immediately available, do not hold back the contract or 

timesheets.  Send a note to Payroll along with the data gathering form, advising that a 

copy of the card will follow later. 

 

 Note:  Only the SIN card itself (or the Notice of Application for a SIN provided by Service 

Canada) is accepted confirmation of a Social Insurance Number. 

 

SIN beginning with the number “9” 

If the SIN begins with the number “9”, the employee is not a Canadian citizen or permanent 

resident.  He or she must provide a copy of a valid work permit issued by CIC (Citizenship and 

Immigration Canada).  For a student working on campus, a copy of the study permit can take 

the place of a work permit.  Please forward a copy of the work or study permit to Payroll along 

with the copy of the employee’s SIN card. 

 

NOTE that we cannot pay an employee for work performed after the Expiry Date of the work 

permit or SIN card (and these are not always the same date).  Please ensure that an employee 

with a 900 series SIN does not work past the expiry date of the work permit. 

 

Lost or Stolen SIN card 

http://www.servicecanada.gc.ca/eng/sc/sin/index.shtml

