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INTRODUCTION AND COMMITMENT 
 

Wytheville Community College (WCC) is a two-year institution of higher 
education under the state-wide system of community colleges in the 
Commonwealth of Virginia (VCCS).  WCC serves the counties of Bland, 
Carroll, Grayson, Smyth (partially) and Wythe, as well as the City of Galax. 
 
The College is devoted to serving the educational needs of the community 
and the needs of workers in its region through a cooperative effort with local 
industry, business, professions, and government. 
 
 
 

I.    DIVERSITY AND EQUAL EMPLOYMENT OPPORTUNITY       
POLICY STATEMENT FOR WYTHEVILLE COMMUNITY 
COLLEGE 

WYTHEVILLE COMMUNITY COLLEGE is dedicated to the belief that every 
individual should be provided the continuing opportunity to increase his/her 
awareness of his/her role and responsibility in society. 

By virtue of this philosophy, the College does not discriminate on the basis of 
race, color, national origin, sex, age, religion, sexual orientation, gender 
identity, genetics, political affiliation, veteran status, or disability when the 
person is otherwise qualified in its educational programs and activities or 
employment.  The College complies with Title VII of the Civil Rights Act of 
1964 as amended, Title 29 Labor, Chapter XIV Equal Employment Opportunity 
Commission, Part 1608, the Civil Rights Act of 1991, and other applicable 
federal and state laws.  The College also complies with the uniformed 
Services Employment & Re-employment Rights Act.  Further, the College is 
committed to complying with the Governor’s Executive Order Number One 
(2014) as declared by Governor Terence R. McAuliffe. 
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This policy shall be followed for recruitment, selection, promotion, transfer, 
demotion, role changes, compensation, benefits, layoff, training programs, 
accessibility and job accommodation without regard to the individual’s 
status protected by law.  The College will reasonable accommodate qualified 
individuals with disabilities whenever the individual is otherwise qualified to 
safely perform all essential functions of the position.  Any person employed 
by Wytheville Community College who fails to comply with this policy will be 
subject to disciplinary action.    

Wytheville Community College is committed to Diversity and is an Equal 
Opportunity/ Affirmative Action Institution. 

 
____________________________________ 
Charlie White, President 
 
Wytheville Community College does not discriminate on the basis of race, sex, color, national origin, 
religion, sexual orientation, gender identity, age, political affiliation, genetics, veteran status, or 
disability when the person is otherwise qualified in its educational programs and activities or 
employment. The following person has been designated to handle inquiries regarding the non-
discrimination policies: Crystal Cregger, Vice President of Finance and Administrative Services, 215 
Bland Hall, 1000 East Main Street, Wytheville VA 24382, 276-223-4762. For further information, see 
the list of OCR enforcement offices for the address and phone number of the office that serves your 
area, or call 1-800-421-3481 

 
 

 

I. RESPONSIBILITY FOR IMPLEMENTATION 
 
The President of the College has overall responsibility for the College’s equal 
employment opportunity and affirmative action policy.  The President has 
delegated the authority for the administration of the EEO/AA policy to the 
Vice President of Financial and Administrative Services.  The Vice President 
will assist College personnel in the interpretation and administration of the 
College’s plan.  The Vice President along with the Human Resource Officer is 
responsible for preparation and submission of pertinent EEO/AA reports. 
 
The Vice President of Financial and Administrative Services is also 
responsible for monitoring employment procedures and practices to ensure 
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the effective use of human resources in compliance with Federal regulations 
and State equal employment practices to include Title IX and Section 504 
(ADA). 
 
Each administrative staff person is responsible for ensuring that the EEO/AA 
plan is carried out within his/her respective area. 
 
 
 
 

II. CONFLICT OF INTEREST 
 

Conflict of Interest 

Conflict of interest refers to any situation in which a public employee places 
his or her own private interests or gains above the duties and obligations of 
the employee’s job.  As a State employee, you must avoid any public or 
private activity which might be regarded as being in conflict with the proper 
and expeditious conduct of your job with the College. 

Also, in compliance with the limits set forth in the Virginia Conflict of 
Interests Act, some full-time positions at the college have been identified to 
require holders of the positions to file annual Statements of Economic 
Interests.  Local College Board members are required to annually file a 
Financial Disclosure Statement.   

 

Employment of Relatives 

All personnel actions must be within the limits of the Virginia Conflict of 
Interests Act, as both shall be in effect from time to time. 

An employee of the College shall not exercise any control over the 
employment or the employment activities of a member of the employee‘s 
immediate family and shall not be in a position to influence those activities. 
(For purposes of this section, immediate family shall be defined as any son, 
daughter, or spouse whether living in the employee’s household or not.  Son 
and daughter shall include those related by blood, marriage, or adoption.  
Also, included in the definition are all dependents residing in the employee’s 
or board member’s household and anyone for whom the employee or board 
member is a dependent).  For example:  a spouse of the president, or a 
member of the president’s immediate family, may not be employed by the 
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college.  The spouse of a dean, or a member of the dean’s immediate family, 
may not be employed in the area of responsibility of a dean. 

Each community college is prohibited from employing for remuneration in any 
capacity whatsoever, either full-time or part-time, a member of the College’s 
Board, including his/her spouse or a member of his/her family. 

 
 
 

III. TYPES OF EMPLOYMENT 
 
All employees in the VCCS are State employees. Personnel are further 
categorized as follows: 

12 Month Administrative Faculty 

Administrative faculty performs work related to the management of the 
educational and general activities of the college, department, or division. All 
administrative faculty are normally employed on a twelve-month basis 
beginning on July 1 and ending on June 30. Twelve-month administrative 
faculty personnel are assigned a faculty rank for which they qualify. 

12 Month Professional Faculty 

Professional faculty are individuals holding non-teaching positions with 
continuing responsibilities, employed on a twelve-month basis beginning  
July 1 and ending on June 30. All professional faculty are assigned a faculty 
rank for which they qualify. Librarians and Counselors are professional 
faculty. Colleges may also designate Coordinator, Assistant Coordinator, and 
Administrative Officer level positions as professional faculty. 

9 Month Teaching Faculty 

Full-time teaching faculty (including program heads and assistant division 
chairs) are normally on nine-month appointments which include the fall and 
spring semesters of the academic year. All assistant division chairs and 
program heads are appointed as teaching faculty. Such appointments are 
made at the discretion of the individual college. 

 

Associate Instructor Teaching Faculty 

Full-time teaching faculty who are on restricted nine-month appointments 
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which include the fall and spring semesters of the academic year.  Associate 
instructors receive non-continuing one-year appointments that are made at 
the discretion of the individual college.  Associate Instructors receive full 
benefits and are ranked either Level 1 or Level 2 based on their 
qualifications. 

 

Part-time 9 Month Teaching Faculty 

Part-time teaching faculty members have continuing nine-month 
appointments which include the fall and spring semesters of the academic 
year.  Part-time 9-month teaching appointments are made at the discretion of 
the individual college.  Part-time 9-month teaching faculty members receive 
partial benefits based on their workload assignment and are assigned a 
faculty rank for which they qualify. 

Classified Employees/Support Staff 

Classified employees/support staffs are employees who occupy positions 
that are listed in the Commonwealth’s Compensation Plan, and who are 
covered by the Virginia Personnel Act as found in Chapter 10, Title 2.1 of the 
Code of Virginia, once they have completed the probationary period.  They 
are assigned to an established position and are scheduled to work 40 hours 
per week.  Full-time classified employees are paid on the semi-monthly 
payroll.   

Restricted Appointments 

Restricted appointments are individuals holding a restricted appointment to 
instructional, administrative, professional or classified/support staff 
positions. A restricted appointment is an appointment to a position that is 
funded (10% or more) by non-State revenues such as gifts, grants, donations, 
and contracts or other sources of funding which are not continuing in nature.   

Employees in restricted positions are eligible for the same benefits as other 
full-time employees with one possible exception.  If funding no longer exists 
to continue the employment of an employee assigned to a restricted position, 
severance benefits may not be payable to the employee following the 
cessation of source funding, unless the funding for severance was included 
at the time of establishment of the position.  

Adjunct Faculty 

Adjunct faculty are employed to teach less than a normal faculty load or to 
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teach less than a full session on a semester by semester or summer term 
basis. The adjunct faculty contract contains no guarantee of continued 
employment. 

Wage Employees (1500 hour employees) 

Wage employees are employed on an hourly basis and are limited to working 
no more than 1,500 hours for the college in a 365-consecutive day period.  
This period begins on the first workday.  Hourly employees receive pay 
increases as approved through the General Assembly but their pay may not 
exceed the hourly equivalent for the maximum assigned to their role title 
and/or pay band.  All employees paid on an hourly basis, regardless of duties, 
are considered non-exempt from the provisions of the Fair Labor Standards 
Act.  

The Worker’s Compensation Act, the Family and Medical Leave Act, and the 
Uniform Services Employment and Reemployment Rights Act of 1994 
(USERRA) cover hourly employees.   Although they are not entitled to use the 
Grievance Procedure for State Employees, hourly employees may consult 
with the Dept. of Employment Dispute Resolution (EDR) on work-related 
issues and use the State Employee’s Discrimination Complaint procedures. 

Hourly employees may also participate in the college’s deferred 
compensation arrangements, either the 457 or 403(b) plan or both.  They are 
not eligible for the cash match program. 

 

Volunteer 

Volunteers are persons who, of their own free will, provide goods or services, 
without any financial gain.  A signed volunteer agreement must be on file 
documenting the terms and conditions of the volunteer arrangement.  
Criminal background checks may be required for some positions. 
 
 
 

IV. PROMOTION 
 
All applicants for a position which provides an opportunity for promotion will 
be given equal consideration on the basis of individual merit.  College 
employees should be encouraged to apply for promotional opportunities and 
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should be given the opportunity to participate in training which will aid in 
their professional development. 
 
 
 

V. RECRUITMENT/SELECTION PROCESS FOR                           
FACULTY RANK POSITIONS 
(to include teaching faculty, administrative/professional 
faculty and restricted faculty positions) 

 
 The President’s Staff person in charge directs the selection process.  

(He/She may delegate as desired.)  This person will work closely with 
the Human Resource Office to ensure all State and federal guidelines 
are met in the recruitment/selection process. 

 
 Initial Steps: 

 
o Analyze the vacant position to determine if any                   

changes have occurred; 
o Determine the knowledge, skills, and abilities/           

competencies necessary (or preferred) for the position; 
o Identify the educational qualifications required for                      

the position; 
o The President’s Staff person (or designee) prepares a        

“Request to Advertise” form (Appendix #1) and submits               
the completed form, along with a detailed position         
description, through the appropriate Vice President which            
is then forwarded on to the President. 

 
When detailing the requirements for the vacant position, the President’s 
Staff person (or designee) should ensure the required educational level, 
knowledge, skills, abilities, and required licensure are job-related and in 
line with those established by the VCCS-29 criteria for faculty 
personnel.  Applicants for faculty positions that are selected for 
interviewing may be asked to demonstrate their skills through a sample 
teaching demonstration.  Administrative faculty may be asked to give a 
brief presentation on a specified related topic.  All newly hired 
employees require a criminal history/sex offender background check 
and may require additional checks based on position.  All new 
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employees are subject to e-verify to determine employment eligibility.  
Some administrative faculty employees are also required to complete a 
Conflict of Interest/Financial Disclosure Statement on an annual basis.  
Such requirements will be specified in the recruitment advertisement.   
 
No positions will be advertised without the prior written approval  
of the President (signature on Request to Advertise form).  The form  
is submitted to the Vice President of Financial and Administrative 
Services for approval (signature) and then to the Human Resource 
Office. 
 

o Wytheville Community College encourages open recruitments    
which are open to all State employees as well as the general    
public.  If the initial recruitment does not result in an adequate 
applicant pool, it may be necessary to re-advertise the vacant 
position. 

 
 The Human Resource Officer is responsible for developing the job 

announcement and sending it forth to the requested media.  All 
vacancies are advertised both internally and to the general public.  
Sources utilized by the College to advertise vacant positions may 
include but are not limited to: 

 
 

 the Daily Bulletin 
 various professional magazines/journals 
 local and national newspapers 
 VCCS listing 
 College website 
 Chronicle of Higher Education 
 Other colleges/universities including 
          predominately Black institutions 

  
At a minimum, all job announcements will include: 

o A summary of job duties; 
o Educational qualifications required; 
o Any occupational certification or licensing required; 
o Notification that the selected candidate must have a    

satisfactory criminal history/sex offender background            
check prior to hire date; 



11 
 

o Notification that additional background checks may be    
necessary based on position (if the position is considered 
sensitive in nature); 

o Notification that new hires will be subject to e-verify to determine 
employment eligibility; 

o Notification that the selected candidate must complete                  
a Statement of Economic Interest Financial Disclosure    
Statement (if applicable); 

o Notification that copies of transcripts are required; 
o Notification that letters of reference are required                          

(if applicable); 
o Closing date for accepting applications (if applicable); 
o Contact information for submitting application documents; 
o Contact information should an applicant need reasonable 

accommodations for a disability; 
o Number of positions being filled from this applicant pool (if      

more than one); 
o Notice to applicants that they may be required to demonstrate  

the skills and abilities necessary for satisfactory performance     
of the required work;  and,  

o Any preferred qualifications. 
 
 

 All application materials are received in the Human Resource Office.  
As documents are received, a listing of applicants is maintained for 
each position on an “Interview and Selection Log” (Appendix #2).   
 

 While applications are being received and prior to the closing date, the 
President’s Staff person (or designee) in conjunction with the Human 
Resource Officer will appoint a Screening/Interviewing Committee.   
This Committee will be diverse in nature and must be comprised of 
college-wide employees to include administrative/professional faculty, 
teaching faculty, and classified/support staff.  The Screening/ 
Interviewing Committee must have a minimum of three members, one of 
which must be a member of the Affirmative Action Committee.  A 
Committee Chair will be elected from among the Committee members.  
This Committee will be briefed on the requirements of the position and 
the proper conduct of the interview.    The Screening/Interviewing 
Committee will be informed it is a recommending body only; final 
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selection, in the form of a recommendation to the President, lies with 
the President’s Staff person (or designee). 
 

 
 After the closing date, all application materials are available to the 

Screening/Interviewing Committee.  The Human Resource Office will 
develop a screening grid used for evaluating the applicant pool based 
on criteria noted in the advertisement.    Consistent with the 
requirement of the Code of Virginia, an applicant who may be a military 
veteran, will be given consideration for their military service provided 
that such veteran meets all of the knowledge, skills and ability 
requirements for the available position.  The Screening/Interviewing 
Committee will narrow the applicant pool and will recommend to the 
President’s Staff person (or designee) those applicants to interview.  
The President’s Cabinet will review the Log of Applicants and may add 
to or remove names of applicants for interviewing.  The Human 
Resource Officer will be given dates to schedule interviews and will 
contact the applicants to schedule an interview time.  The Human 
Resource Officer will secure a location for interviews to be held and 
will schedule any visual aids needed for the interviews. 
  

 Prior to the interview, the Screening/Interviewing Committee will 
comprise a list of questions to be asked to each of the applicants.  All 
applicants will be asked the same questions (unless there is a follow-up 
question for clarification to one that is asked).   Only questions that 
seek information related to the applicant’s knowledge, skills, and ability 
to perform the job are acceptable.  Questions that are not job related or 
that violate EEO standards are not permissible.   The listing of 
questions will be reviewed by the Human Resource Officer prior to the 
interview.  Interviewers must document applicants’ responses to 
questions to assist with their evaluation of each applicant’s 
qualifications.  This information will be retained with other 
documentation of the selection process. 
 

 The Human Resource Office will compile copies of application 
documents and questions for each of the applicants and will distribute 
to each Committee member prior to the interview date.   
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 The interview process must include a formal assessment of each 
candidate’s speaking and writing abilities.  Written communication 
skills can be evaluated by requiring candidates to submit a written 
statement of one or more pages on a topic relevant to the job 
responsibilities; i.e., their teaching philosophy, or view of the 
community college.   Oral communication skills can be evaluated by 
requiring, as part of the interview process, that each candidate make a 
presentation to the Screening/Interviewing Committee (or some other 
group) on a topic relevant to the job.  For teaching faculty, this may 
involve a “mini-teaching” demonstration on an instructional topic 
relevant to the area of teaching responsibility.  For non-teaching 
positions, candidates may be asked to identify and discuss major 
issues or new developments within their area of expertise, or to 
respond to a problem solving case study.  Any requests for written 
and/or oral presentations will be identified and discussed with the 
applicants in advance of the formal interview. 

 
 When the applicant comes to the campus for the interview, they will be 

asked to sign a Release of Information Form (Appendix #3) to give the 
college permission to conduct a criminal history/sex offender 
background check.  This background check will only be processed on 
the applicant should they be the recommended applicant for hire.  The 
background check will be run prior to an offer of employment being 
made to the applicant.  A satisfactory background check is required for 
employment. 
 
Telephone interviews or skype can be utilized for an initial interview; 
however, the candidate must meet with the hiring authority before a job 
offer is made.  Should telephone interviews/skype be utilized, 
documentation of questions and responses are required and will 
become a part of the documentation for EEO/AA reporting and audit.   

 
 The President’s Staff person (or designee) will conduct reference 

checks on the candidates interviewed that are considered finalist for 
the position.  Reference check documentation will be retained by the 
Human Resource Office for EEO/AA reporting and audit purposes and 
will not become a part of the applicant’s file.  See Appendix #4 for 
suggested reference check format. 
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 Following the Committee interview, the President’s Staff person and/or 
the President may interview any and/or all of the applicants. 

 
 The Committee Chair will prepare a written recommendation to the 

President’s Staff person (or designee) listing strengths and weaknesses 
of each applicant interviewed along with a recommendation for hire or 
may make a recommendation to re-advertise should a final candidate 
not be recommended. 

 
 Once a decision has been made for hiring, the President’s Staff person 

(or designee) confers with the Human Resource Office regarding a 
salary calculation.  A written recommendation (to include start date 
and salary) is submitted to the President.  The final decision for hiring 
lies with the President. 

 
 When the final decision has been made, the successful candidate is 

contacted by the President’s Staff person (or designee) of the offer of 
employment.  When a verbal acceptance is received, the Human 
Resource Officer prepares and distributes the required written 
Employment Contract to the potential employee reiterating the verbal 
offer of employment.  This written offer of employment is signed by the 
College President as the hiring authority for the institution. 
 

 The President’s Staff person (or designee) will contact by telephone or 
in person any internal candidate(s) who were interviewed notifying 
them that the position has been filled.  The Human Resource Office will 
notify (in writing) all other applicants that the position has been filled.        

 
 All documents from the Committee(s), the President’s Staff person 

and/or designee, and the President will be forwarded to the Human 
Resource Office.  Required documents will be retained for EEO/AA 
reporting and audit purposes.  Documents not required for retention  
will be destroyed by shredding. 

 
 The President’s Staff person (or designee) will announce the new hire to 

the College.  The Human Resource Officer will schedule an orientation 
meeting with the new employee to complete required documentation 
for payroll and benefits.  An official personnel file is established at this 
time and is retained in the Human Resource Office. 
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VIII.   RECRUITMENT/SELECTION PROCESS FOR                  
   CLASSIFIED/SUPPORT POSITIONS  

 
  The President’s Staff person in charge directs the selection process.  

(He/She may delegate as desired.)  This person will work closely with 
the Human Resource Officer to ensure all State and federal guidelines 
are met in the recruitment/selection process. 

 
 Initial Steps: 

 
o Analyze the vacant position to determine if any                   

changes have occurred; 
o Update the Employee Work Profile (EWP) to reflect                  

expectations of the duties and responsibilities; 
o Determine the knowledge, skills, and abilities/           

competencies necessary (or preferred) for the position; 
o Determine if the position is assigned to the proper role              

title and make changes as necessary;  
o Identify any educational qualifications required by law                

for the position; 
o The President’s Staff person (or designee) prepares a        

“Request to Advertise” form (Appendix #1) and submits               
the completed form, along with the EWP through the      
appropriate Vice President/Director to the President. 

 
When detailing the requirements for the vacant position, the   
President’s Staff person (or designee) should ensure the required level 
of experience (specific number of years of experience is prohibited), 
knowledge, skills, abilities, and required licensure are job-related. 
Applicants may be asked to demonstrate their level of experience, 
knowledge, skills and abilities through a work sample.  All newly hired 
employees require a criminal history/sex offender background check 
and may require additional checks based on position (if the position has 
been identified as sensitive in nature).  All new employees are subject 
to e-verify to determine employment eligibility.  Some classified/support 
staff employees are also required to complete a Conflict of 
Interest/Financial Disclosure Statement on an annual basis.  Such 
requirements will be specified in the recruitment advertisement.   
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No positions will be advertised without the prior written approval  
of the President (signature on Request to Advertise form).  The form  
is submitted to the Vice President of Financial and Administrative 
Services for approval (signature) and then to the Human Resource 
Office. 
 

o Wytheville Community College encourages open recruitments    
which are open to all State employees as well as the general    
public.  If the initial recruitment does not result in an adequate 
applicant pool, it may be necessary to re-advertise the vacant 
position. 

 
 The Human Resource Officer is responsible for developing the job 

announcement and sending it forth to the requested media.  All 
vacancies are advertised both internally and to the general public.  
Sources utilized by the College to advertise vacant positions may 
include but are not limited to: 

 
 the Daily Bulletin 
 local and national newspapers 
 VCCS listing/Recruitment Management System (RMS) 
 College website 
 Other media sources as deemed appropriate 

  
At a minimum, all job announcements will include: 

o A summary of job duties; 
o Any educational qualifications required by law; 
o Any occupational certification or licensing required by law; 
o Notification that the selected candidate must have a    

satisfactory criminal history/sex offender background check    
prior to hire date; 

o Notification that additional background checks may be      
required (if the position is considered sensitive in nature); 

o Notification that new hires will be subject to e-verify to determine 
employment eligibility; 

o Notification that the selected candidate must complete                  
a Statement of Economic Interest Financial Disclosure    
Statement (if applicable). 



17 
 

o Notification that letters of reference are required                          
(if applicable). 

o Closing date for accepting applications (if applicable); 
o Contact information for submitting application documents; 
o Contact information should an applicant need reasonable 

accommodations for a disability; 
o Number of positions being filled from this applicant pool (if      

more than one); 
o Notice to applicants that they may be required to demonstrate  

the skills and abilities necessary for satisfactory performance     
of the required work;    

o Any preferred qualifications. 
 
 

 All application materials are received in the Human Resource Office.  
As documents are received, a listing of applicants is maintained for 
each position on an “Interview and Selection Log” (Appendix #2).   
 

 While applications are being received and prior to the closing date, the 
President’s Staff person (or designee) in conjunction with the Human 
Resource Officer will appoint a Screening/Interviewing Committee.   
This Committee will be diverse in nature and must be comprised of 
college-wide employees to include administrative/ professional faculty, 
teaching faculty, and classified/support staff.  The Screening/ 
Interviewing Committee must have a minimum of three members, one of 
which must be a member of the Affirmative Action Committee.  A 
Committee Chair will be elected from among the Committee members.  
This Committee will be briefed on the requirements of the position and 
the proper conduct of the interview.    The Screening/Interviewing 
Committee will be informed it is a recommending body only; final 
selection, in the form of a recommendation to the President, lies with 
the President’s Staff person (or designee). 
 

 
 After the closing date, all application materials are available to the 

Screening/Interviewing Committee.  The Human Resource Office will 
develop a screening grid used for evaluating the applicant pool based 
on criteria noted in the advertisement.  Only established criteria from 
the job announcement will be utilized in reviewing all application 
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documents.  Consistent with the requirement of the Code of Virginia, an 
applicant who may be a military veteran, will be given consideration for 
their military service provided that such veteran meets all of the 
knowledge, skill and ability requirements for the available position.  The 
Screening/Interviewing Committee will narrow the applicant pool and 
will recommend to the President’s Staff person (or designee) those 
applicants to interview.  The President’s Cabinet will review the Log of 
Applicants and may add to or remove names of applicants for 
interviewing.  The Human Resource Officer will be given dates to 
schedule interviews and will contact the applicants to schedule time 
and date of interview.  The Human Resource Officer will secure a 
location for the interviews to be held and will schedule any visual aids 
needed for the interviews. 

 
 Prior to the interview, the Screening/Interviewing Committee will 

comprise a list of questions to be asked to each of the applicants.  All 
applicants will be asked the same questions (unless there is a follow-up 
question for clarification to one that is asked).   Only questions that 
seek information related to the applicant’s knowledge, skills, and ability 
to perform the job are acceptable.  Questions that are not job related or 
that violate EEO standards are not permissible.   The listing of 
questions will be reviewed by the Human Resource Officer prior to the 
interview.  Interviewers must document applicants’ responses to 
questions to assist with their evaluation of each applicant’s 
qualifications.  This information will be retained with other 
documentation of the selection process. 
 

 The Human Resource Office will compile copies of application 
documents and questions for each of the applicants and will distribute 
to each Committee member prior to the interview date.   
 

 The interview process must include a formal assessment of each 
candidate’s speaking and writing abilities.  Written communication 
skills can be evaluated by requiring candidates to submit a written 
statement of one or more pages on a topic relevant to the job 
responsibilities. Oral communication skills can be evaluated by 
requiring, as part of the interview process, that each candidate make a 
presentation to the Screening/Interviewing Committee (or some other 
group) on a topic relevant to the job.  Applicants may also be asked to 
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complete work samples to assess skills and abilities for the job. Any 
requests for written and/or oral presentations or completing works 
amples will be identified and discussed with the applicants in advance 
of the formal interview. 

 
 When the applicant comes to the campus for the interview, they will be 

asked to sign a Release of Information Form (Appendix #3) to give the 
college permission to conduct a criminal history/sex offender 
background check.  This background check will only be processed on 
the applicant should they be the recommended applicant to hire.  The 
background check will be run prior to an offer of employment being 
made to the applicant.  A satisfactory background check is required for 
employment. 
 
Telephone interviews or skype can be utilized for an intial intervidw; 
however, the candidate must meet with the hiring authority before a job 
offer is made.  Should telephone/skype interviews be utilized, 
documentation of questions and responses are required and will 
become a part of the documentation for EEO/AA reporting and audit.   

 
 The President’s Staff person (or designee) will conduct reference 

checks on the candidates interviewed.  Reference check 
documentation will be retained by the Human Resource Office for 
EEO/AA reporting and audit purposes and will not become a part of the 
applicant’s file.  See Appendix #4 for suggested reference check 
format. 
 

 Following the Committee interview, the President’s Staff person and/or 
the President may interview any and/or all of the applicants. 

 
 The Committee Chair will prepare a written recommendation to the 

President’s Staff person (or designee) listing strengths and weaknesses 
of each applicant interviewed along with a recommendation for hire or 
may make a recommendation to re-advertise should a final candidate 
not be recommended. 

 
 Once a decision has been made for hiring, the President’s Staff person 

(or designee) confers with the Human Resource Office regarding a 
salary calculation.  A written recommendation (to include start date 
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and salary) is submitted to the President.  The final decision for hiring 
lies with the President. 

 
 When the final decision has been made, the successful candidate is 

contacted by the President’s Staff person (or designee) of the offer of 
employment.  When a verbal acceptance is received, the Human 
Resource Officer prepares a Letter of Agreement reiterating the 
conditions of employment.  The President’s Staff person (or designee) 
will contact by telephone or in person any internal applicants to advise 
them the position has been filled.  The Human Resource Office will 
notify (in writing) all other applicants that the position has been filled.        

 
 All documents from the Committee(s), the President’s Staff person 

and/or designee, and the President will be collected by the Committee 
Chair and forwarded to the Human Resource Office.  Required 
documents will be retained for EEO/AA reporting and audit purposes.  
Documents not required for retention will be destroyed by shredding. 

 
 The President’s Staff person (or designee) will announce the new hire to 

the College.  The Human Resource Officer will schedule an orientation 
meeting with the new employee to complete required documentation 
for payroll and benefits.  An official personnel file is established at this 
time and is retained in the Human Resource Office. 
 

 Within 30 days of hire, an EWP is prepared and discussed in detail with 
the new employee.  The signed document will be forward to the Human 
Resource Office and retained for use in the annual performance 
evaluation process.   

 
 

 
IX.  RECRUITMENT/SELECTION PROCESS FOR                  
        WAGE (1500 hour) EMPLOYEES 
 

 The President’s Staff person in charge (or designee) directs the 
selection process. 
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 If the position is advertised, the same steps outlined in Section VIII are 
followed.  Whenever possible, wage positions will be advertised and a 
competitive recruitment process will be followed. 

 
 If the position is not advertised, the recruitment/selection process is at 

the discretion of the President’s Staff person (or designee).   
 

 A criminal history/sex offender background check must be processed 
on the person being considered for the position.  The individual will 
need to sign a Release of Information Form (Appendix #3) and the 
background check run prior to their hire date.  Reference checks are 
also encouraged on persons being considered for wage employment. 
The wage employee is also subject to e-verify for employment 
eligibility. 
 

 Wage employees will be given a position description by their supervisor 
indicating expectations of the position and performance will be 
evaluated on an annual basis.    

 
 The President’s Staff person (or designee) announces the new hire to 

the College.  On the first day of employment, the President’s Staff 
person introduces the new employee to the President.  The new 
employee will also meet with the Payroll Officer to ensure all required 
documentation is complete.  The new employee will be given 
instructions on how to enter hours worked in HRMS.  The wage 
employee will also be given a schedule of pay periods and pay dates.  
An official personnel file is established at this time and is retained in 
the Human Resource Office.  
 
 

 
X.   PLACEMENT 

 
The College’s Human Resource Office and the Affirmative Action Officer will 
determine whether the requirements of the law and the policies of Wytheville 
Community College have been satisfied.  No permanent appointment shall be 
considered valid unless the stated procedures are followed and documented, 
and until such time as the appointment has been approved by the President 
of the college. 
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  XI.   ACCESS TO SELECTION RECORDS 
 
Under the Freedom of Information Act (FOIA) applicants have access to some 
information regarding the selection process. Applicants DO NOT have access 
to information related to the selection process that identifies other 
applicants. 
 
 

  XII.   DISCRIMINATION 
 
The Governor’s Executive Order prohibits employment discrimination on the 
basis of race, color, national origin, sex, age, religion, sexual orientation, 
gender identity, genetics, political affiliation, veteran status, or disability.  
 
The Executive Order does not permit the lowering of bona fide job 
requirements, performance criteria, or qualifications in order to give 
preference to any state employee or applicant for state employment on the 
basis of the above prohibitions. 
 
The Executive Order prohibits all employees, including the agency, and/or 
persons with hiring authority from taking retaliatory action against any 
person making allegations of violations of the Executive Order. 
 
Discrimination complaints from applicants should be addressed to the Vice 
President of Financial and Administrative Services or the Human Resource 
Officer.   
 
Public posting of the Governor’s Executive Order can be found in Smyth Hall. 
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APPENDIX #1 
 

WYTHEVILLE   COMMUNITY   COLLEGE 
1000 East Main Street ● Wytheville, VA 24382 

 
REQUEST TO ADVERTISE POSITION 

Position Title :  

Effective Date:  

Position Description:  

  

  

  

  

  

Minimum Qualifications:  

  

  

  

Restrictions (Federal 
funding, temporary, etc.) 

 

 

Contact:  

  

Applications Received 
through:  

Advertise in the following 
newspapers: 

 

 

Dates to be advertised:  

  
 

Date    

  Requested by (name of requestor) 

Date   Approved  

   President 

    

Date  Approved  Vice President of Financial & Administrative Services 
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APPENDIX #2 
INTERVIEW AND SELECTION LOG 

 
DEPARTMENT:  _________________________________________________________POSITION NO. ________________ 
 
CLASSIFICATION TITLE:  _______________________________________________________________________________ 
 
                                                              Referral                         Sex/Race     
Applicants                                             Source                             Code                           Comments     
 
I. ______________________________________________________________________________________________________ 

II. ______________________________________________________________________________________________________ 

III. ______________________________________________________________________________________________________ 

IV. ______________________________________________________________________________________________________ 

V. ______________________________________________________________________________________________________ 

VI. ______________________________________________________________________________________________________ 

VII. ______________________________________________________________________________________________________ 

VIII. ______________________________________________________________________________________________________ 

IX. ______________________________________________________________________________________________________ 

X. ______________________________________________________________________________________________________ 

 
__________________________________________________           __________________________________________________ 
                 Individual Selected            Effective Date of Employment 
 
Reasons for Selection: __________________________________________________________________________________ 
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APPENDIX #3 
USA BACKGROUNDS INCORPORATED 

 

Wytheville Community College Authorization and Disclosure 
 
I authorize USA Backgrounds Incorporated (USABI) to seek and obtain consumer reports/ investigative reports about me as defined in 
the Fair Credit Reporting Act(FCRA). These investigative reports may include, but are not limited to federal, state, and county 
criminal search, nationwide criminal index search, sex offender search, social security number trace, credit check, and DMV search. I 
understand that these records may be used for the eligibility and qualification of my employment. I hereby authorize, without any 
reservation, the full release of these records and information for USABI and/or its agents to conduct the searches and to release those 
results to Wytheville Community College.  
 
I also authorize the full release of the information described above, without any reservation, throughout any duration of my 
employment at Wytheville Community College. I also certify that all information provided below is correct to the best of my 
knowledge. I agree that a copy or facsimile of this authorization shall be as valid as the original. In addition, I release and discharge 
USABI, and all of its agents, any expenses, losses, damages, and liabilities for the investigative process. Upon request, USABI will 
supply a copy of my reports and my rights under the Fair Credit Reporting Act.  
 
Requests may be directed to: USA Backgrounds Incorporated, P.O. Box 64921, Virginia Beach, VA 23467-4921or by contacting us at 
757.471.4677. 
 
 
 
FULL NAME                       
                                       LAST                                          FIRST                                                    MIDDLE  
 
OTHER NAMES USED  
(IN THE PAST 7 YRS) _      /      /       
 
 
SSN #       -  -     D.O.B       DMV#        STATE VA  
                                              M/d/yyyy 
 
CURRENT ADDRESS            
 
PREVIOUS ADDRESS          
 
List all of the cities (to include the state) you have lived in the past 7 years:  
 
         /      /      /      /        
 
HOME PHONE # (   )      CELL  PHONE #   (   )      
 
       
Print Name  
 
______________________________________                       ____________________  
Signature                                                                                          Date  
 
 
For Office Use Only 
CHECK ALL THAT ARE TO BE ORDERED:  
FAX TO 757.222.8400  
 
Federal Crim.          Nationwide    Statewide        Sex Off.     SSN Trace     Credit    DMV Search  
 
 
Authorized by:_________________________________________________ Date______________ 
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FAIR CREDIT REPORTING ACT (FCRA) SUMMARY 
 
You must be told if information in your file has been used against you. 
Anyone who uses information from a Credit Reporting Agency (CRA) to take action against you - such as denying an application for 
credit, insurance, or employment must tell you, and give you the name, address, and  phone number of the CRA that provided the 
consumer report. 
 
You can find out what is in your file. 
At your request, a CRA must give you the information in your file, and a list of everyone who has requested it recently. There is no 
charge for the report if a person has taken action against you because of information supplied by the CRA, if you request a copy of 
your file within 60 days of receiving notice of the action. You also are entitled to one free report every twelve months upon request. 
 
You can dispute inaccurate information with the CRA. 
If you tell a CRA that your file contains inaccurate information, the CRA must investigate the items (usually within 30 days) by 
presenting to its information source all relevant evidence you submit, unless your dispute is frivolous.  The source must review your 
evidence and report its finding to the CRA. (The source also advise national CRAs – to which it has provided the data – of any error.) 
The CRA must give you a written report of the investigation, and a copy of your report if the investigation results in any change. If the 
CRA's investigation does not resolve the dispute, you may add a brief statement to your file. The CRA must normally include a 
summary of your statement in future reports. If an item is deleted or a dispute statement is filed, you may ask that anyone who has 
recently received your report be notified of the change. 
 
Inaccurate information must be corrected or deleted. 
A CRA must remove or correct inaccurate or unverified information from its files, usually within 30 days after you dispute it. 
However, the CRA is not required to remove accurate data from your file unless it is outdated (as described below) or cannot be 
verified. If your dispute results in any change to your report, the CRA cannot reinsert into your file a disputed item unless the 
information source verifies its accuracy and completeness. In addition, the CRA must give you a written notice telling you it has 
reinserted the item. The notice must include the name, address, and phone number of the information source. 
 
You can dispute inaccurate items with the source of the information. 
If you tell anyone – such as a creditor who reports to a CRA – that you dispute an item, they may not then report the information to a 
CRA without including a report that the information if it is, in fact, an error. 
 
Outdated information may not be reported. 
In most cases, a CRA may not report negative information that is more than seven years old: ten years for bankruptcies. 
 
Access to your file is limited. 
A CRA may provide information about you only to people with a need recognized by the FCRA – usually to consider an application 
with a creditor, insurer, landlord, or other business. 
 
Your consent is required for reports that are provided to employers, or reports that contain medical information. 
A CRA may not give out information about you to your employer, or prospective employer, without your written consent. A CRA 
may not report medical information about you to creditors, insurers, and employers without your permission. 
 
You may choose to exclude your name from CRA lists unsolicited credit insurance offers. 
Creditors and insurers may use file information as the basis for sending you unsolicited offers of credit insurance.  Such offers must 
include a toll-free phone number for you to call if you want your name and address removed from future lists. If you call, you must be 
kept off the lists for two years. If you request, complete, and return the CRA  form provided for this purpose, you must be taken off 
the lists indefinitely. 
 
You may seek damages from violators. 
If a CRA, a user or (in some cases) a provider if CRA data, violates the FCRA, you may sue them in state or federal court. 
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APPENDIX #4 
 

WYTHEVILLE   COMMUNITY   COLLEGE 
1000 East Main Street ● Wytheville, VA 24382 

 
REFERENCE CHECK 

 
Applicant’s Name:  ________________________________________________________________ 
Person Giving Reference:  ___________________________________________________________ 
Relationship to Applicant:  ___________________________________________________________ 
 

  How long have you known this person and in what capacity? 
 

 What are this person’s strengths? 
 
 
 

 What are this person’s weaknesses? 
 
 
 

 Why is this person leaving his/her present position of employment? 
 

 Are there or have there been any problems that I should be aware of concerning this 
person? 

 
 How well does this person work with supervisors and co-workers?  (In other words, 

what would co-workers and supervisors tell me about him/her?)  Explain. 
 
 

 Does this person accept constructive criticism easily? 
 

 Would you re-hire this person? 
 

 How has this person contributed to a positive environment in your 
organization/department? 

 
 
 
 
 
 
 
 

 Does this person miss work excessively?  Does he/she show up on time and is he/she 
productive while on-the-job? 
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 Do you have other information about this person you wish to share with me? 
 
 
 
 
 
 
Additional questions for faculty positions only – 
 
 Describe this instructor’s abilities in classroom management.  How would the instructor 

manage a class of 40-60 students? 
 
 
 
 
 

 Describe this instructor’s “track record” in student success.  Approximately what 
percentage of his/her students successfully complete the course? 

 
 
 
 

 On a scale of 1 – 5 (with 5 being the highest), how do you think students would rate 
this instructor in the following areas: 

                                     ________     ability to communicate knowledge 
                                     ________     sensitivity toward students 
                                     ________     enthusiasm toward students and towards 

                                             teaching 
                                     ________     overall 
 
 
 
 Additional questions to be added by the Division Dean: 

 
 
 
 
 
 
 
Person completing this form:   _______________________________________ 
                                                                                                         Date 
 

  
Additional questions/information derived from this reference check: 


