
New International Students at 
Florida Tech– 
WELCOME! 



The Staff of International Student & 
Scholar Services (ISSS) 

Judith Brooke (Director, H Visas) 
Email: jbrooke@fit.edu 
 
Jackie Lingner (Assistant Director, F and J Visas)  
Email:  jlingner@fit.edu 
 
Cindy Dubey, (Sevis Compliance Coordinator, F Visas) 
Email:  cdubey@fit.edu 
 
Tori Leslie (Program Coordinator) 
Email: tleslie2008@my.fit.edu 
 
Jessica Fulford (Assistant Program Coordinator) 
Email: jfulford2011@my.fit.edu 

 



Location 
Location: 
Room 211 Keuper Building 
Monday- Friday 8am-5pm 
 
Telephone: (321) 674-8053 
Fax: (321) 728-4570 
 
Email: isss@fit.edu 
Web: http://www.fit.edu/isss/ 
 

http://www.fit.edu/isss/


Office Hours 
 

• Walk-in hours:   Mon – Fri, 10:00 am – 3:00 pm  
– Walk-ins are appropriate for basic information, quick questions, 

required signatures, or emergency problem solving and are limited to 10 
minutes. To meet an adviser during walk-ins, come to the ISSS during 
walk in hours. Walk-ins are seen on a "first-come first-served" basis.  

• Appointments  
– An appointment with an international student adviser must be 

scheduled in advance by calling ISSS at (321) 674-8053. Same day 
appointments cannot be accommodated.  

– Matters such as off-campus employment, change of status, 
reinstatement of status, dealing with probation or dismissal and 
resolution of personal issues usually require an appointment.  

  



Proof of Attendance 



CHECK – IN 

• If you have not yet “Checked In” with the ISSS 
Office, you must do so as soon as possible.  
You will need to bring the following items with 
you: 

• Passport 

• I-20/DS-2019 

• I-94 card 

• Insurance card (if you have your own coverage) 

ISSS is required to report all student 
registration and events to SEVIS on a 

regular basis 





 Are you required to take the TOEFL exam?   

  To find out, look at section 6 of your I-20 .  If section 6 says:   

 

“The student is not yet proficient.  English instruction will be 
given at the school” 

 

• Go to Crawford Building, Sixth Floor, Room 607 to sign up for the 
TOEFL. 

 

• It is important that you sign up as quickly as possible to ensure you 
receive the correct advising. 

 



Orientation Schedule 



Immigration Rules and 
Responsibilities 

Judith Brooke, Director, ISSS 



WHAT OUR OFFICE DOES 

• provide information, interpretation and assistance on 
immigration matters; workshops on a variety of topics 

 

• act as your liaison with sponsoring agencies and foreign 
governments; 

 

• provide information on campus and community services 
available to international students; 

 

• promote intercultural and multicultural activities  
 



Immigration Terms You Should Know 

• Student and Exchange Visitor Information 
System, (SEVIS),  is an internet-based 
system, that collects, maintains and tracks 
information on international students and 
scholars in F-1 and J-1 status.  ISSS is 
required to report to SEVIS on all student 
activity. 

• DSO – Designated School Official  

• Department of Homeland Security
 (DHS) 

 --U.S. Citizenship and Immigration Services (CIS) 

 -U.S. Immigration and Customs Enforcement 
(ICE) 



Your I-20/DS-2019 

• When you were admitted to Florida Tech, 
you were issued an Certificate for 
Eligibility or I-20/DS-2019 

• Both of these forms have expiration dates 
– DO NOT LET YOUR FORM EXPIRE 

• If you see that your form is going to expire, 
come to the ISSS Office for information 
about extending your program. 
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J-1 DS-2019 FORM 



Your I-94 Card 
• When you were admitted to United States, you 

were issued a white card –an I-94 
Arrival/Departure card. 

• An F1 is admitted for a period knows as 
“Duration of Status”, notated as D/S 

• DS is the time during which an F1 student is 
pursuing a full course of study at a SEVIS 
approved school 

• DO NOT LOSE THIS CARD!!  When you exit 
the U.S., you are required to turn the card in to 
the authorities.  You will receive a new card 
when you return to the U.S. 
 



What is a Visa? 

• a permit to enter the U.S. 

• has expiration date, however a visa can 
expire and you may stay in the U.S. as 
long as passport and I-20 is valid and 
you are a full time student. 

• do not confuse your visa with the I-20 

• Visas need to be renewed for re-entry if 
you leave the United States  



 
WHAT ARE YOUR Immigration 

Responsibilities  
 • Maintain a valid passport, provide ISSS with a copy 

• Know the expiration date of your VISA, and provide  

 ISSS with visa  renewals 

• Know your program completion date on your I20 or DS2019, 

  follow correct procedure for timely extensions, keep it valid 

• Carry full course of study during every academic semester except 
during official school breaks, or unless approved under a specific 
exception, in advance by the DSO .  Follow correct procedures for 
less than full time course load 

• Make normal academic progress by completing studies before the 
expiration of the program completion date on Form I-20 

• Enroll in the Florida Tech health Insurance plan (and your 
dependents if necessary) 

• Report to ISSS with changes in status, address, major etc. within 
10 days so that SEVIS can be updated 

 



Immigration Responsibilities, cont… 

• Keep your I-20 valid 
– Obtain travel signatures before leaving the U.S. 

– Follow proper procedures for extension of stay or  

 for transferring to another school 

 

• Notify ISSS if you are leaving school for any reason.  

• Obey state and federal laws 

 

• Abide by special requirements such as special registration 
 

• Abide by the F1 grace periods 

Failure to adhere to any of the above immigration regulations, 
may result in loss of your immigration status in the United 

States 
 



Immigration Responsibilities, cont… 

 

• Not work, either on or off-campus, unless specifically authorized under 
immigration regulations 

 

• Obtain official work permission and approval from ISSS  

 

• Abide by the aggregate unemployment rules while on post completion 
optional practical training 

 



REINSTATEMENT 

• If your I-20 or DS2019 expires, you 
have two choices: 

1.  Leave the United States, and return on a 
new I-20 or DS 2019 (this could be a 
problem if you are close to graduation.) 

2,  Apply for “Reinstatement”; this involves 
extensive paperwork which needs to be 
submitted to the Department of 
Homeland Security.  The current cost 
for reinstatement is $300.  There is no 
guarantee that reinstatement will be 
granted. 

 

DO NOT LET YOUR PAPERWORK 
EXPIRE!!! 



Full Time Enrollment 

• Undergraduate students must be enrolled in  12 
credits each term to maintain full time status. 

• Graduate students must be enrolled in 9 credits 
each term to maintain full time status 

• Students may be authorized to drop below a full 
course of study IF they qualify for one of the 
reduced course load reasons.  The 
recommendation for a reduced course load is 
made by your ADVISOR in ADVANCE of 
dropping a class  



WITHDRAWING FROM A 
CLASS 

• If you plan to withdraw from a class after 
the Add/Drop period is over, you need to 
see the Office of International Student & 
Scholar Services first. 

• Be aware that the DHS does not recognize 
the excuse of “expecting to fail a class” as a 
valid reason for dropping below full-time 
status 



What are the full load 
exceptions? 

• There are very few exceptions to the full-
time course load rule, and the criteria for 
each is strict.  They include: 

A.  Academic difficulty (first semester, 
language) 

B.  Medical condition  

C. Completion of Course of Study (last 
semester) 

Some Graduate students, who carry GSA’s are 
also eligible for reductions in course loads.  

See ISSS for further details 



Less than Full Load Requests 

• The authorization form for Less Than 
Full-Time Course Load is available at the 
ISSS Office, and at: 

http://www.fit.edu/files/file/isss/less_than
_full_load.pdf 

  
and contains complete information on full 

time enrollment reguirements and the 
exceptions 

This form must be completed  

BEFORE any action can be taken  

http://www.fit.edu/files/file/isss/less_than_full_load.pdf
http://www.fit.edu/files/file/isss/less_than_full_load.pdf


DISTANCE – ON LINE EDUCATION  

What are my options as an international student? 
 

• Students in F1 or J1 status may only utilize one 
course/unit of distance education toward your full 
course of study requirement in the fall and spring 
semesters e.g. as an undergraduate student only 3 
credits of your 12 credit enrollment requirement may be 
on-line. 

 
• Since the summer is considered an “optional” semester 

by USCIS no restrictions apply, providing you are a 
continuing student i.e. the summer is not your first 
semester.) 
 



What about TAXES??? 
• In order to ensure you are taxed correctly,  Florida Tech is 

required to collect data from international students and scholars 
on their citizenship, country of residence, length of stay in the 
United States, etc.   
 

• You will receive an email (sent to your new Florida Tech email 
account) from the Office of the Controller, providing you with a 
username and password for accessing FNIS (the Windstar Foreign 
National Information System). 
 

• PLEASE BE SURE TO VISIT THE FNIS WEBSITE AND 
ENTER  THE REQUESTED INFORMATION. (You may be 
eligible for certain tax treaty exemptions.) 

 
• If you do not receive this email, please contact the Controllers 

Office at 674-8055. 
 

 



 
Filing an Income Tax Return 

 
• Firstly, It is essential review the tax information on our website 

at: http://www.fit.edu/isss/TaxInformation.htm 
 

• If you earn US income during 2011 from on-campus 
employment, scholarships/fellowships, and/or off-campus 
employment you must file income tax forms by April 15, 2012.   

 
• Students will be able to utilize CINTAX software to file their 

income tax returns. 
 

• Updated information regarding the filing of an income tax 
return utilizing CINTAX,  as well as workshop information will 
be released in February and March of 2012. 
 

• Details will be sent to you via email.  Stay tuned to 
TAXES. 

 
  

http://www.fit.edu/isss/TaxInformation.htm


Social Security Numbers 
 

• The number assigned to you as a new Florida Tech  students and scholars is not a 
valid U.S. social security number 

 

• Students are not eligible to apply for a social security number unless they 
have secured employment. 
 

• Visit to www.ssa.gov/pubs/10181.html for helpful information 
 

• You are only eligible to apply for a SSN once: 
 

– You have been in the U.S. for 10 days 
– You have checked in with us 

– You are registered with the university, and in SEVIS for 3 business days. 
 

 
   



How to apply for a SSN# 
• Request for Social Security Card Form available on our website at: 

http://www.fit.edu/files/file/isss/social_security_request_form.pdf 

 

• Take the following documents with you to the Social Security Administration Office: 
– Completed “Request for Social Security Card” Form (signed by your employer and an ISSS advisor) 

– Your valid passport 

–  Your Form I94, record of arrival and departure 

–  Your original I20, DS2019, or I797 

 

• It may take 2 weeks or more for your Social Security card to arrive in the mail.  

 

• Keep your social security card in a safe place. Theft of SS numbers is not 
uncommon and may allow the thief to use your identity to establish credit, sign 
contracts, or purchase items for which you could be liable. 

 

• It is your responsibility to provide you SS Number to Human Resources and the 
Controller’s office. 

 

• Foreign Nationals are eligible to apply for an Individual Taxpayer Identification 
Number (ITIN) through the Internal Revenue Service (IRS). To apply for an ITIN, 
complete IRS Form W7 or download it from http://www.irs.gov/pub/irspdf/fw7.pdf 

 

 

http://www.fit.edu/files/file/isss/social_security_request_form.pdf
http://www.irs.gov/pub/irspdf/fw7.pdf


 On Campus Employment 
• Definition:  work on campus, contractual services, educationally affiliated. 
 
• Students are authorized to be employed on campus for 20 hours per week 

during the academic year; full time employment is permitted during official 
school breaks. 
 

• J1 Students must obtain written permission from their sponsor prior to 
beginning part time employment – start dates will be entered in SEVIS by 
the DSO 
 

• Student MUST be pursuing a full course of study and be in status 
 

• Authorization for employment is based on the end date of the Form I-20 or 
DS 2019 
 

 International students are not eligible for Work Study, but are for College Roll. 

 
 

 
 
 



  
Off Campus employment 

(Practical Training) 
 

• F-1 Students are eligible to apply for off 
campus employment authorization after 
having completed 9 months of F-1 status. 

All off-campus employment requests must be 
approved by ISSS in advance. 

Note:  F-2 dependents are not eligible to work, J-2 
dependents are eligible to apply for off campus 
work authorization 

 

 



Types of Off Campus 
Employment 

• Curricular Practical Training (CPT) 

• Optional Practical Training (OPT) 

• Economic Hardship  

ISSS Workshops are offered every semester 
for off campus employment.   

Check our website and your Florida Tech  email 
account for announcements of workshop 

sessions.  

 



2011-2012 Workshop Schedule 



TRAVELING 

• Students planning to travel out of the U.S. 
must have their I-20 or DS-2019 signed by 
the Office of International Student & 
Scholar Services 

• Each signature is valid for 6 months 

• You must bring in your I-20 or DS-2019 for 
signature at least a week before you plan to 
depart 

• Depending on your circumstances-- travel 
may sometimes not be advisable.  CHECK 
WITH ISSS BEFORE YOU TRAVEL. 

 

 



Renewing your VISA 
You will need the following documentation: 

• An unexpired and valid I-20 or DS-2019 

• A verification of enrollment letter from ISSS 

• Financial documents 

• Your current transcripts 

• A copy of your registration receipt if enrolled for the 
upcoming semester 

• A Florida Tech ID card 

• Copy of your I-94 card 

• Documents for your dependents, if applicable 

ALLOW FOR AT LEAST ONE WEEK LEAD TIME 
WITH ISSS BEFORE  YOU TRAVEL ON AN 

EXPIRED VISA 



 Ending your time at  
Florida Tech  

• The Department of Homeland Security offers 
GRACE PERIODS to F-1 and J-1 visa holders.  
These include: 

• Completion of program: 60 days (30 days for “J” 
holders) 

• Authorized withdrawal from Florida Tech: 15 
days 

• Unauthorized withdrawal, termination of 
studies, or status violation = NO GRACE 
PERIOD.  You are expected to leave the US 
immediately. 
 



RETENTION OF LEGAL 
DOCUMENTS 

 
• YOU are strongly advised to retain copies of all 

documents you receive concerning your legal 
status.   

• This includes, but is not limited to, I-20’s and 
DS-2019’s.   

• ISSS will only retain “office copies” for a period 
of two (2) years.   

You may find that you will need these copies in the 
future if you were to apply for H1B or 

permanent residence 





FINAL WORDS 
• It is your responsibility as an international 

student to maintain legal status. 

•  The Office of International Student & 
Scholar Services is here to assist you. 

 If you have questions or concerns, ASK.   

• Don’t necessarily take the advice of a friend 
concerning YOUR status.  Their situation 
and yours could be completely different. 

 

 



 
EMAIL & ISSS WEBSITE 

 Your Florida Tech e-mail address is the official 

university communication medium, and all 
notifications from ISSS will be sent to this email 

account 
 

and  
OUR WEBSITE IS A VALUABLE RESOURCE 

 
 

 

www.fit.edu/isss/ 

 

PLEASE USE IT!!! 

 

 

 

http://www.fit.edu/isss/
http://www.fit.edu/isss/

