JABATTEN

\/ UNIVERSITY

Governance and Administration

Policy and Procedure Handbook

Approved by the Board of Trustees of Virginia Wesleyan University
(becoming Batten University on July 1, 2026)
May 14, 2026



The Board of Trustees at Batten University is responsible for upholding the mission,
ensuring financial sustainability and compliance, appointing and evaluating the President,
and approving key strategic initiatives. The President and senior administrators implement
the Board's decisions and manage the university's operations within accrediting standards
and legal requirements.

The By-Laws of Batten University can be found online at bylaws.pdf (batten.edu). The
Decision Matrix of the University is included as an appendix to the bylaws and to this
handbook.

Policy dictates that the Officers of Batten University are

President of the University and Chief Executive Officer
Chief Academic Officer

Chief Financial Officer

Chief Student Affairs Officer

Chief Advancement Officer

Chief Enrollment Officer

Specific titles may vary at the discretion of the President of the University. For the purpose
of Batten University policy documents, the Chief Academic Officer is the Provost and Vice
President; the Chief Financial Officer is the Vice President for Finance; the Chief Student
Affairs Officer is the Senior Vice President; the Chief Advancement Officer is the Chief of
Staff/ Vice President for Strategic Initiatives; and the Chief Enrollment Officer is the Vice
President for Enrollment and Student Success. Titles for these positions may change at the
discretion of the President of the University.

With appreciation to the late Dr. Thomas Emmet of Higher Education Executive Associates
for his guidance in adopting higher education best practices of leading colleges and
universities, some of which are contained in this document.

This document was comprehensively reviewed in 2024, led by Kelly Cordova, Chief of Staff/
Vice President for Strategic Initiatives, and facilitated by Stevens Strategy of Newport, New
Hampshire.


https://www.vwu.edu/about/campus-offices/human-resources/pdfs/bylaws.pdf
https://www.vwu.edu/about/campus-offices/human-resources/pdfs/bylaws.pdf
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HUMAN RESOURCE POLICIES
EMPLOYMENT STATUS

HR 1.1 Employee Classification

Policy Title: Employee Classification
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Employee Classification
Purpose

The purpose of this policy is to identify and define the employee and Fair Labor Standards Act
exemption status categories for Batten University employee positions.

Scope/Applicability

All University employees.

Definitions/Key Terms

Employee: one who is paid a salary or wage directly by the University.

Fair Labor Standards Act (FLSA): a federal law governing minimum wage, overtime pay, child labor
and record keeping requirements.

Independent Contractor or Consultant: if the worker is not an employee and meets the Internal
Revenue Service (IRS) criteria, the worker is an independent contractor or consultant.

Position profile: a written description that documents the responsibilities, skills, competencies,
essential functions, FSLA status, and duties associated with an employee’s position and defines
the qualifications and requirements to perform those duties.

Introductory Period: the initial period of employment, during which both the staff employee and
supervisor carefully consider whether the employee is willing and/or able to meet the standards
and expectations of the position and if the employee should be retained by the University as a
regular employee.

Regular Employee(s): University employees who are hired with the expectation of continued
employment and, in the case of non-exempt employees, have successfully completed the

Introductory Period.

Policy



It is the policy of Batten University to classify all employees for purposes of employee benefits,
as well for wage and hour requirements in compliance with the Federal Fair Labor Standards
Act (FLSA).

Employment Classifications

Consistent with state and federal law, Batten University recognizes the following
classifications for its full year and part year employees:

EXEMPT: Employees who meet the executive, administrative, or professional exemption
tests set forth under the Federal Fair Labor Standards Act and, as such, are not eligible to
receive overtime compensation if additional working hours are needed to complete
their assignments.

NON-EXEMPT: Employees eligible to receive overtime compensation consistent
with the terms of the Fair Labor Standards Act.

It is the responsibility of the Human Resources office to determine whether a given position
meets the test for a professional, administrative, or executive exemption under the Fair Labor
Standards Act. This determination is to be based upon the requirements set forth in the position
profile.

All exempt and non-exempt positions are classified by Human Resources in the following manner:

REGULAR, FULL TIME: Regularly scheduled to work thirty (30) to forty (40) hours per
week.

REGULAR, PART TIME: Regularly scheduled to work twenty (20) to twenty-nine (29)
hours per week.

REGULAR, CASUAL: Regularly scheduled to work less than twenty (20) hours per week.

Under the Patient Protection and Affordable Care Act (PPACA), all Part-time benefit ineligible
staff employees who work less than 30 hours per week shall record and report all hours worked
to determine health benefits eligibility. For faculty assigned a part-time or per-course teaching
load, Human Resources will use a formula that applies a ratio of work hours to credit hours
taught to determine whether a part-time faculty member is eligible for health benefits. The ratio
the University will use is 2.25 hours of credit for each credit hour taught. This crediting method
takes into account time for preparation, teaching, grading, and similar activities needed to teach
a course. Faculty assigned a part-time or per-course teaching load will teach no more than 12
credit hours per semester.

Independent Contractors
An individual or firm engaged in an established business, trade or profession who provides

services to the University under terms and conditions substantially under their own control and
direction are, under certain circumstances, not considered employees, but independent



contractors. All determinations on whether or not an individual should be considered an
independent contractor are made in accordance with HR 1.6 Independent Contractors and
Consultants. These decisions are based upon standards established by the Internal Revenue
Service and have significant tax implications for the University and affected individuals. Such
services may be retained by a purchase requisition on a fee-for-service basis, by contract, or by
documented agreement.

Related Policies

HR 1.6 Independent Contractors and Consultants
HR 5.1 Payroll Policies



HR 1.2 Employment at Will

Policy Title: Employment at Will
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Employment at Will
. Purpose

The purpose of this policy is to define the parameters of and confirm the at-will nature of
employment at Batten University.

Il Scope/Applicability

All University employees not employed pursuant to a written employment contract.
. Definitions/Key Terms

Not Applicable.

V. Policy

Unless otherwise agreed to in a written contract signed by the President or the President’s
designee, employees of Batten University are employed at the will of the University and are
subject to termination at any time, for any reason, with or without cause or notice. At the same
time, such employees may terminate their employment at any time and for any reason. Members
of senior administration are required to give ninety (90) days written notice of intent to resign. All
other exempt employees not employed pursuant to a written employment contract are required
to give thirty (30) days written notice of intent to resign. Non-exempt employees are required to
give fourteen (14) days written notice of intent to resign. Not fulfilling this notice will result in the
employee being ineligible for rehire, and the University reserves the right to withhold the
payment of 50% of accrued APL.

Completion of an introductory period of employment, or conferral of regular status, does not
change an employee's status as an employee-at-will or in any way restrict the right of the
University to terminate such an employee or change the terms or conditions of employment.

The University retains the right to exercise all managerial functions including, but
not limited to, the right to:

Dismiss, assign, supervise, and discipline staff employees.
Determine and change work schedules.

Transfer employees within and/or between departments.
Determine/change the size and qualifications of the workforce.
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5. Assign duties to employees in accordance with the needs and requirements of the
University and to carry out all ordinary administrative and management functions.

V. Related Policies

HR 1.1 Employee Classification
HR 1.3 Introductory Period



HR 1.3 Introductory Period

Policy Title: Introductory Period
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Introductory Period
. Purpose

The purpose of this policy is to provide an opportunity for both new, transferred, and promoted
full- and part-time staff employees and their supervisor(s) to assess how well the employment
relationship is working.

. Scope/Applicability
All University staff employees.
. Definitions/Key Terms

Introductory Period: the initial period of employment, during which both the staff employee and
supervisor carefully consider whether the employee is willing and/or able to meet the standards
and expectations of the job and if the employee should be retained by the University as a
regular staff employee.

V. Policy

The first 90 days of employment for a full- and regular part-time staff employee is considered an
introductory period. This period is to acquaint the staff employee with the University and the
assigned job and may be extended at the discretion of the University. During the introductory
period, the staff employee’s employment may be terminated at the will of either the employee or
the University on notice to the other for any reason or for no reason.

If the employee successfully completes the introductory period, the employee will be reclassified
as a regular employee. Completion of the introductory period does not alter the staff employee’s
employment at-will status or create any contract of employment. The University at its discretion
may extend the Introductory Period and if it does, it will notify the employee of the extension.

A new introductory period commences when a regular staff employee transfers or is promoted to
a different position, unless otherwise determined by the supervisor in consultation with Human
Resources. Should a regular staff employee not satisfactorily meet job expectations, the
supervisor must confer with Human Resources regarding a course of action. This does not apply
to a reclassification of an existing position. Former regular staff employees who are rehired at the
University after a separation of over 90 days must complete a new introductory period.

V. Related Policies



HR 1.1 Employee Classification
HR 4.4 Staff Promotion and Transfer



HR 1.4 Position Profiles and Reclassifications

Policy Title: Position Profiles and Reclassifications
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Position Profiles and Reclassifications
l. Purpose

The purpose of this policy is to establish a standardized process for documenting the roles and
responsibilities of employment positions within the University.

1. Scope/Applicability
All University employees.
. Definitions/Key Terms

Position Profiles: a description that documents the responsibilities, skills, competencies, essential
functions, and duties associated with an employee’s position and defines the qualifications and
requirements to perform those duties.

V. Policy

The purpose of a position profile is to clarify a position’s responsibilities and duties and define the
qualifications and requirements for performing those duties. Position profiles are important and
useful tools for recruitment, employee orientation and training, performance evaluation, and
salary administration. It is important to ensure position profiles are current and accurate.

To ensure complete and consistent information, position profiles will typically include the
following information:

Title of position.

Department.

Reporting relationships.
Supervisory responsibilities.

Job qualifications and requirements.
Essential job functions.
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Human Resources must approve all position profiles. New employees’ responsibilities should be
discussed with them by their supervisor during the first week of employment to clarify expected
performance. Employees should periodically review their position profile for accuracy and are
encouraged to consult with their supervisor whenever they believe that it should be redefined.



Position Profile Change/Reclassification

In the event of significant changes to the employee’s responsibilities that will be ongoing, a
change may be made to the employee’s position profile or classification. Requests for changes
should be submitted directly to Human Resources through the employee’s area vice president.
Human Resources will review all requests based upon analysis of the changes in duties and
responsibilities of the position, update the position profile, and determine if a re-classification is
warranted.

V. Related Policies

HR 1.1 Employee Classification

10



HR 1.5 Volunteers

Policy Title: Volunteers
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Volunteers
. Purpose

The purpose of this policy is to provide guidance for the engagement of volunteers by University
departments.

Il Scope/Applicability

All departments seeking to engage a volunteer to provide assistance on the University’s behalf.
. Definitions/Key Terms

Volunteer(s): means any uncompensated individual who is authorized by a University department,
division, or unit to perform humanitarian, charitable or public services on behalf of the University,
or to gain personal or professional experience in specific endeavors. By definition, volunteers
perform services without promise, expectation or receipt of any compensation, future
employment or any other tangible benefit.

V. Policy

University departments may engage volunteers to accomplish certain work. Volunteer services
must be properly authorized by the area vice president and Human Resources. Qualifications,
background, and suitability of the individual must be considered by the department before
offering an opportunity to a volunteer.

Responsibilities and Rights of Volunteers

Volunteers must comply with University and department policies and procedures, as well as legal
requirements that govern their actions. Department heads are responsible for making certain

volunteers comply with all applicable policies, procedures, laws, and regulations.

Volunteers are not covered by the Fair Labor Standard Act and therefore are not considered
employees for any purpose. As such, they are not eligible for compensation or benefits.

Eligibility

Anyone, including retirees, students, alumni, or others, may provide volunteer services to the
University with the following restrictions:

11
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Individuals under the age of fifteen may not become volunteers.

An individual under the age of eighteen must obtain parental or guardian consent to
volunteer.

A current non-exempt employee may not become a volunteer at the University in any
capacity in which the employee is presently employed at the University, or which is
essentially similar to or related to the individual’s regular work at the University. A current
non-exempt employee may only volunteer for special events (i.e., fundraisers, etc.) upon
approval of the appropriate area vice president.

Any individual listed on a registry that is part of the University’s criminal record check or
who has been convicted of an offense for which they must register as a sex or violent
offender may not serve as a volunteer.

Under federal law, individuals holding F-2, J-2 and H-4 visa statuses are prohibited from
volunteering in the same departments and on similar projects as paid employees.
Individuals holding B-1 or B-2 visas are prohibited from volunteering in any capacity at the
University.

Selection and Assignment

When selecting and engaging a volunteer, it is the department’s responsibility to be certain the
individual has adequate experience, qualifications, and training for the assigned task(s). The
following procedures are required to engage a Volunteer:

~

o
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Departments desiring to engage volunteers must complete a description of the duties and
services to be performed by the volunteer and obtain approval from the appropriate area
vice president.

Each potential volunteer assigned to a vulnerable population program or providing regular
volunteer duties to the University must satisfactorily complete a criminal record check (see
HR 2.4 Pre-Employment Background Investigations).

Each volunteer must complete a waiver of liability form. The completed form is then
forwarded to Human Resources.

Any required training must be completed for all volunteers prior to their beginning service.
If the individual is a returning volunteer but the break in their service is greater than one
year, all applicable forms, criminal record checks, and processes described above must be
completed once again.

If the individual is a current volunteer but their duties are changed, all applicable forms and
process described above (with the exception of a criminal records checks) must be
completed once again.

Dismissal

A volunteer’s service may be terminated at any time and without prior notice by the supervisor or
the area vice president. Similarly, the volunteer may end service at any time.

V.

Related Policies

HR 2.4 Pre-Employment Background Investigations

12



HR 1.6 Independent Contractors and Consultants

Policy Title: Independent Contractors and Consultants
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Independent Contractors and Consultants
. Purpose

The purpose of this policy is to comply with Internal Revenue Service and Department of Labor
rules regarding the proper classification of individuals as either employees or Independent
Contractors under the Fair Labor Standards Act (FLSA).

. Scope/Applicability
All departments that engage Independent Contractors to provide work on the University’s behalf.
. Definitions/Key Terms

Independent Contractor or Consultant: an individual or firm engaged in an established business,
trade or profession who provides services to the University and the fees are reported on the IRS
Form 1099-MISC. An Independent Contractor is not an employee of the University; an
independent contractor is in business for themselves and therefore is not covered by the FLSA.
The criteria for determining whether a worker is an Independent Contractor is discussed in the
procedures section below.

V. Policy

Proper determination of whether a service provider is an employee of the University or an
Independent Contractor or Consultant ensures that the University complies with the
requirements of FLSA, Immigration and Naturalization Service regulations, and statutes
regarding income tax withholding, unemployment insurance taxes, and Social Security and
Medicare taxes. Improper classification may result in penalties to the University. Therefore, all
potential Independent Contractor/Consultant services must be reviewed for proper
classification by Human Resources prior to engaging the individual or making any commitment
for payment. Human Resources will determine whether the individual will be classified as an
employee or Independent Contractor/Consultant in accordance with the procedures described
below. A worker’s preference is not relevant in the classification determination. Neither is that of
the individual or department wishing to engage the individual.

Economic Reality Test

Proper determination of whether a service provider is an employee of the University or an
Independent Contractor ensures that the Batten University complies with the requirements of
the Fair Labor Standards Act, Immigration and Naturalization Service regulations and statutes

13



regarding income tax withholding, unemployment insurance taxes, and Social Security and
Medicare taxes. Improper classification may result in penalties to the University.

Human Resources will use the economic reality test to determine if an employment relationship
exists under the FLSA (29 CFR 795.110). The test utilizes a “totality-of-the-circumstance” multi-
factor analysis to determine whether the individual shall be classified as an employee or
independent contractor. This analysis requires the University to evaluate the following six
economic factors for every Independent Contractor to determine if the service provider is
classified correctly:

The extent to which the work is integral to the University’s business.

The worker’s opportunity for profit or loss depending on managerial skill.
The investments made by the worker and the University.

The worker’s use of skill and initiative.

The permanency of the work relationship.

The degree of control exercised or retained by the University.

O¢ O¢ O«
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Each factor must be considered in conjunction with the others and no factor holds greater
importance or weight than another. Moreover, the factors above are not exhaustive, and others
may be considered (see e.g., the IRS right-to-control test) if the factors listed above indicate a
worker is in business for themself rather than being economically dependent on the University.

The decision of the Human Resources Office is final.
V. Related Policies

HR 1.1 Employee Classification
HR 2.3 Immigration Reform and Control Act of 1986

14



HIRING

HR 2.1 Equal Employment Opportunity

Policy Title: Equal Employment Opportunity
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Equal Employment Opportunity
. Purpose

The purpose of this policy is to affirm the Batten University’s commitment to prohibit unlawful
discrimination in employment and provide equal employment opportunity to all qualified
individuals.

1. Scope/Applicability
All University employees, as well as applicants for employment.
. Definitions/Key Terms

Discrimination: occurs when an individual is treated adversely or differently because of that
person’s actual or perceived race, religion, color, creed, sex, sex stereotypes, sex characteristics,
sexual orientation, gender identity, gender expression, national and ethnic origin, age, marital
status, military and covered veteran status, disability, sexual orientation, pregnancy or related
conditions, childbirth or related medical conditions, genetic information (including family
medical history), political affiliation, or any other legally protected status.

Retaliation: engaging in conduct that may reasonably be perceived to either (a) adversely affect a
person’s work environment because of their good faith participation in the reporting,
investigation, and/or resolution of a report of a violation of this policy; or (b) discourage a
reasonable person from making a report or participating in an investigation under this policy, or
any other local, state, or federal complaint process (e.g., filing a complaint with an entity like the
U.S. Department of Education).

V. Policy

Batten University is an equal opportunity employer. In compliance with Title IX of the
Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, Title VI and VI
of the Civil Rights Act, Equal Pay Act, the Age Discrimination Act of 1975, the Virginia Human
Rights Act, and all other applicable non-discrimination laws, the University offers
employment, advancement opportunities, and benefits in a harassment and discrimination-
free environment on the basis of merit, qualifications, and competency to all individuals
without regard to race, religion, color, creed, sex, sex stereotypes, sex characteristics, sexual
orientation, gender identity, gender expression, national and ethnic origin, age, marital

15



status, military and covered veteran status, disability, sexual orientation, pregnancy or related
conditions, childbirth or related medical conditions, genetic information (including family
medical history), political affiliation, or any other legally protected status.

These protections extend to all University employment practices and decisions, including
recruitment and hiring, evaluation systems, wages and salary administration, promotions,
training, working conditions, and career development programs. Consistent with these
obligations, the University also provides reasonable accommodations to employees and
applicants with disabilities and for sincerely held religious beliefs, observances, and practices.

University employees and applicants are also protected against retaliation. Acts of retaliation
against an employee who engages in protected activity, such as reporting discrimination or
harassment or participating in a resolution process, whistleblowing, or the exercise of any appeal
or grievance right provided by law will not be tolerated at Batten University.

The University will promptly investigate complaints of unlawful discrimination. Any employee
involved in unlawful discriminatory practices will be subject to disciplinary sanctions, which may
include, but are not limited to, one or more of the following: dismissal from employment, non-
renewal of an employment contract, suspension, probation, reprimand, warning, issuance of a no-
contact order, training and/or counseling.

Employment Discrimination Inquiries

Inquiries may be directed to the Director of Human Resources, who is responsible for
formulating, implementing, coordinating, and monitoring all efforts in the area of equal
employment opportunity. Moreover, any communication from an applicant for employment, an
employee, a government agency, or an attorney concerning any equal employment opportunity
matter is to be referred to the Director of Human Resources/Title IX Coordinator.

Tara Crowder

Director of Human Resources and Title IX Coordinator
757.455.3316

tcrowder@batten.edu

While the Director of Human Resources/Title IX Coordinator has the overall authority for
implementing this policy, an equal opportunity program can only be achieved with the support of
supervisory personnel and employees at all levels. Any employee who feels they are the victim of
discrimination is responsible for reporting this fact to their supervisor, department head, and/or
the Director of Human Resources.

External Inquiries
Inquiries may also be directed to the following external agencies. Using the University’s complaint
processes does not prohibit an individual from filing a complaint with any of the agencies set forth

below.

Inquiries federal laws may be directed to:
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The United States Equal Employment Opportunity Commission - Norfolk Office

Federal Building

200 Granby Street, Suite 739
Norfolk, VA 23510

Phone: 1-800-669-4000

TYY: 1-800-669-6820

The United States Department of Education Office for Civil Rights

400 Maryland Avenue, SW

Washington, DC 20202-1100

Customer Service Hotline: (800) 421-3481
TDD: (877) 521-2172

Facsimile: (202) 453-6012

Email: OCR@ed.gov

Inquiries regarding state laws may be directed to:

Commonwealth of Virginia Office of Civil Rights

202 North Ninth Street
Richmond, VA 23219

Phone: 814-225-2292

Email: CivilRights@oag.state.va.us

Any person who believes the University as a federal contractor has violated nondiscrimination or
equal employment obligations may contact the Office of Federal Contract Compliance Programs
(OFCCP) at:

V.

OFCCP

U.S. Department of Labor
200 Constitution Ave. NW
Washington, D.C. 20210

www.dol.gov
Telephone: (800) 397-6251

Related Policies

HR 3.21 Discrimination and Harassment (Staff and Students Respondents)
HR 3.17 Reasonable Accommodations for Disabilities in the Workplace
HR 3.18 Reasonable Accommodations for Pregnancy in the Workplace

HR 3.2 Statement of Non-Discrimination

HR 3.20 Title IX Sex Based Harassment and Discrimination Policy

See also the Faculty Handbook Harassment Policy

17


mailto:OCR@ed.gov
mailto:CivilRights@oag.state.va.us
https://www.dol.gov/
tel:%20(800)%20397-6251

HR 2.2 Hiring Practices

Policy Title: Hiring Practices

| I B AT T E N Approved by: Vice President for Finance
‘Jg Effective: July 1, 2024
o UNIVERSITY Revised: April 1, 2026

Policy No.: HR 2.2

Hiring Practices
. Purpose

The purpose of the policy is to ensure equitable recruitment and hiring practices for all Batten
University positions. While procedures for the hiring of faculty and staff may differ, all hiring of
University employees should be consistent with the procedures and guidelines set forth herein.

. Scope/Applicability

All University hiring supervisors.
. Definitions/Key Terms
Not Applicable.

V. Policy

Employment hiring, including advertising and final selection, shall be conducted in a fashion
that is consistent with Batten University’s commitment to equal employment opportunity for all
(see HR 2.1 Equal Employment Opportunity). The following steps shall be followed in order to
ensure hiring the most qualified individual for the position while remaining in compliance with
applicable state and federal employment laws.

Approval to Hire

The University President must approve all searches for full-time positions prior to commencement
of recruitment. When a suitable candidate is found, the area vice president must complete the
appropriate form and forward to Human Resources.

Job Postings

Vacant positions are generally posted on the University website. Human Resources and the hiring
supervisor will determine if external advertising is appropriate. Generally, external ads will run
concurrent with internal postings. All postings and advertisements for a vacant position must
include an Equal Opportunity Employment statement (see HR 2.1 Equal Employment
Opportunity), as well as state (if applicable) that employment is contingent upon completion of
required background checks and verifications (see HR 2.4 Pre-Employment Background
Investigations).
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Exceptions to the job-posting requirement may include situations such as reorganizations or a
reassignment to accommodate an individual with disabilities pursuant to the American with
Disabilities Act. Human Resources reviews and approves any exceptions.

Current University employees may apply for open positions for which they are qualified. If an
employee is chosen to interview for the position, they must advise their supervisor prior to the
interview. For staff positions, a new introductory period will begin with every new position.
However, seniority and accrued benefits will be maintained in accordance with the pay
classification of the employee.

Processing of Applications/Resumes

Unless a supervisor specifically requests a different process and Human Resources agrees, all
resumes are sent to Human Resources for processing. Upon receipt, Human Resources responds
letting the applicant know the application is received and is being forwarded to the hiring
supervisor for consideration.

Interviews

The hiring supervisor and search committee (if applicable) review the resumes received and
selects those with the qualifications to be interviewed. Whenever possible, the committee should
include a diversity of perspectives, backgrounds, and demographic make-up (age, race, gender,
etc.).

The hiring supervisor conducts reference checks for those applicants being considered for
interviews. Additionally, a request by the hiring supervisor to the applicants will be made to
determine their salary requirements.

The hiring supervisor will provide notice of the availability of the University’s Annual Security and
Fire Safety Report to all individuals interviewed for positions that were advertised in national or
local publications or websites.

Offer of Employment

Once a qualified candidate has been selected, the hiring supervisor makes a verbal offer of
employment. For salaried positions, this offer is followed by either a contract (for faculty
members) or an employment offer letter (for staff members) from the Batten University
President. Efforts of reasonable accommodation, if required, are implemented with the
assistance of Human Resources.

Notification of Unsuccessful Candidates
Applicants who were interviewed and not selected for the position are notified in writing or by
phone by either the Human Resources Office or the hiring supervisor. If the response is by

telephone, the date and time of the call are documented on the application/resume. The hiring
supervisor decides who will be the responding party.
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Accuracy of Employment Applications/Resumes

The University relies upon the accuracy of information contained in the employment application,
as well as the accuracy of other data, documents, credentials, or other information presented
throughout the hiring process and employment. Any willful misrepresentations, falsifications,
nondisclosure, or material omissions in any of this information or data may result in the exclusion
of the individual from further consideration for employment or, if the person has been hired,
termination of employment.

Exceptions to Hiring Practices

Based upon unusual circumstances and demonstrated departmental need, exceptions can be
made to the University’s hiring practices. A written request detailing exceptional circumstances is
made to the President for approval.

New Hire Reporting

In accordance with the Personal Responsibility and Work Opportunity Reconciliation Act of 1996
and Virginia Statute 63.2-1946, all new hires, including rehired employees, must be reported to
the Virginia Employment Commission within 20 days of hire. Human Resources is responsible
for reporting all newly hired employees and independent contractors to the Virginia
Employment Commission within 20 days of hire.

Please note that faculty who are paid an annual salary are not considered to be “rehired” when
they return to school each new academic year. This is true even if they are not required to
report to the University for more than a 60-day period.

VI. Related Policies

HR 2.1 Equal Employment Opportunity
HR 2.4 Pre-Employment Background Investigations
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HR 2.3 Employment Eligibility and Verification

Policy Title: Immigration Reform and Control Act of 1986

| I B AT T E N Approved by: Vice President for Finance
‘Jg Effective: July 1, 2024
o UNIVERSITY Revised: April 1,2026

Policy No.: HR 2.3

Employment Eligibility and Verification
l. Purpose

The purpose of the policy is to ensure compliance with the provisions for employment eligibility
verification in accordance with the Immigration Reform and Control Act (IRCA) and guidance
issued by the U.S. Citizenship and Immigration Services (USCIS) of the U.S. Department of
Homeland Security.

Il. Scope/Applicability

All University employees.

[11. Definitions/Key Terms

Employment Eligibility Verification (Form I-9): the Federal form employers use to verify the work-
authorization status of all newly hired employees in the United States.

V. Policy

Batten University complies with the Immigration Reform and Control Act of 1986, and in doing
so hires only employees who are legally employable and who provide the University with
identity verification and/or work authorization in compliance with the Act.

Verification Procedures

It is the responsibility of the newly hired employee to provide Human Resources with the
necessary documents that verifies their identity and eligibility to work in the United States. This is
to be done within three (3) business days of the employee's first day of work. If an employee is
unable to present the required documents within three (3) business days, they must present a
receipt for application of the document(s) within those three (3) business days and the actual
document(s) within 90 business days. Employees will be terminated for failure to comply with the
employment eligibility and verification requirements.

The employee completes the Employee Section of the appropriate Eligibility Verification/I-9 Form.
Human Resources views the presented necessary documents and completes the Employer
Section of the Form.

Updating and Re-verification Procedures
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The rehire of an employee within three (3) years after termination, and during the period that the
Form 1-9 is required to be retained, requires reconfirmation of the information on the Form I-9.
Employment eligibility and identity must also be rechecked. If the information remains the same,
no new Form I-9 is needed.

When an international employee's work authorization expires, Human Resources must re-verify
the person's employment eligibility. The employee must present a document that shows either an
extension of the employee's initial employment authorization or new work authorization. If the
employee cannot provide proof of current work authorization, the University cannot continue to
employ that person.

VI. Related Policies

HR 2.2 Hiring Practices
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HR 2.4 Pre-Employment Background Investigations

Policy Title: Pre-Employment Background Investigations

| I B AT T E N Approved by: Vice President for Finance
‘Jg Effective: July 1, 2024
o UNIVERSITY Revised: April 1, 2026

Policy No.: HR 2.4

Pre-Employment Background Investigations

l. Purpose

The purpose of this policy is to establish background screening requirements for evaluating an
individual’s eligibility for employment at the University, serving in a particular position, or
engaging in certain activities, and the processes that will be followed to promote fair and lawful
treatment of candidates, employees, and other individuals with respect to background
investigations.

Il. Scope/Applicability

All applicants who are offered employment at Batten University, as well as certain volunteers and
student employees over the age of eighteen who work with or in an environment with vulnerable
population programs.

Il. Definitions/Key Terms

Volunteer(s): means any uncompensated individual who is authorized by a University department,
division, or unit to perform humanitarian, charitable or public services on behalf of the University,
or to gain personal or professional experience in specific endeavors. By definition, volunteers
perform services without promise, expectation or receipt of any compensation, future
employment or any other tangible benefit.

Vulnerable Population Programs: means University—sponsored programs and activities, including
but not limited to academic programs and camps, serving minors or at-risk adults.

V. Policy

Batten University is committed to providing the safest possible environment for students, faculty,
staff, visitors, and physical resources. In an effort to maintain a safe environment and comply with
applicable laws and regulations, the University conducts background screenings on all applicants
being offered employment at Batten University, as well as certain volunteers and student
employees over the age of eighteen who work with or work in an environment with vulnerable
population programs.

The University also retains the right to conduct background screens of current employees when
the University has reasonable grounds to do so and when required to do so by contract or

pursuant to state or federal laws, rules, and regulations.
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Required Background Screenings

1. Minimum Background Screenings for University Positions: The University conducts the
following background screenings on all newly hired or rehired individuals, as well as
certain volunteers and student employees over the age of eighteen who work with or in
an environment with vulnerable population programs:

a. Criminal History Screening
b. Sex Offender Registry Search

2. Position Specific Additional Screenings: Prior to an employee starting in certain positions or
undertaking certain duties, the University may require additional background checks,
including one or more of the following:

a. Verification of education, employment, and/or other credentials.
b. Financial history.
c. Motor vehicle record.

3. Contractor Responsibility for Conducting Background Checks: Contractors performing
sensitive conditions work for the University must conduct criminal history screenings on
all of their employees, agents, and subcontractors who provide services to the University,
and, upon the University’'s request, certify that such employees, agents, and
subcontractors have satisfactorily completed the background check.

Types of Employment-Related Screenings

Generally, background screenings under this policy will be conducted by a third-party vendor(s)
chosen by Human Resources. All background screenings will be conducted according to the
standards of the federal Fair Credit Reporting Act. The various types of background screenings
are:

Criminal History Screenings

Conviction for the following offenses may demonstrate unfitness for employment at
Batten University and result in just cause for immediate termination of
employment/discontinuance action towards employment:

Conviction of a Felony or Misdemeanor in the State of Virginia or any other jurisdiction of the
United States for one of the following crimes within the last 15 years:

Abduction

Abuse or neglect of an adult

Arson

Assault with the intent to commit a crime
Breaking and entering

Burglary

Carjacking

Carrying or wearing a weapon

Child Abuse/Neglect

Confinement of an unattended child
Contributing to the delinquency of a minor

O¢C O¢C O« O« O¢ O¢ O«

O¢ O« O« O«
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Cruelty to animals

False imprisonment

Forgery

Hiring, soliciting, engaging, or using a minor for the purpose of manufacturing,
distributing, or delivering a controlled dangerous substance.

Incest

Kidnapping

Maiming or Mayhem

Manslaughter or Murder

Manufacturing, distributing or dispensing a controlled and dangerous
substance

Possession of CDS or Paraphernalia

Pornography (child)

Possession with intent to manufacture, distribute, or dispense a controlled
dangerous substance

Prostitution or pandering

Rape

Reckless endangerment

Robbery

Sex offenses

Weapons (firearms) violations of federal or state laws

Religious or ethnic crimes

Unnatural or perverted practices

Any other conviction of a crime that, after an individual assessment by Human Resources
pursuant to the General Procedures section below, is determined to present an
unacceptable risk inherent in the duties of the particular position.

O« O« O« O«

O¢ O¢ O«

O¢ O¢ O« O¢ O¢ O« O« O«

O¢ O¢ O¢ O¢ O¢ O«

The following actions may make an applicant ineligible for employment:

0 New applicants receiving Probation Before Judgment (PBJ) for any of the above-
mentioned crimes within the last four years especially if additional information obtained
indicates that undesirable activity is involved.

Pending criminal action that precludes an employee from working in a University facility.
Failure to disclose a Conviction, Probation Before Judgment, or pending criminal or social
services issue on the employment application or background check application.

O¢ O«

Sexual Offender Registry Search

A sexual offender registry search will be conducted for all positions, as well as certain volunteers
and student employees over the age of eighteen who work with or work in an environment with
vulnerable population programs.

Motor Vehicle Records Search (“MVR”)

An MVR search will be conducted for positions that use University-owned or leased vehicles as a
significant portion of the job responsibilities or routinely use their personal vehicles in the course
of University business. See HR 8.5 Motor Vehicle Record Policy for additional information.
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Financial History Screenings

A financial history screen may be conducted for positions in campus departments with
centralized and primary responsibility for significant University financial resources.

If the University is considering taking any adverse action (not hiring, not promoting, firing) based
upon the results of a negative financial history screen conducted by a third-party reporting
agency, prior to taking action, Human Resources will supply (send or give) the applicant a copy of
the credit report, and a description of their rights. The applicant will be given five (5) business
days to contest the report before taking adverse action. After any adverse action is taken,
University will provide the applicant the following information:

Notice of adverse action taken.

Name, address, and phone number of consumer reporting agency that provided report.
Statement that the reporting agency did not make the adverse decision, and cannot
give the consumer a reason for the decision.

Notice of consumer’s rights to obtain a free copy of report within 60 days.

Notice of consumer's right to dispute accuracy or completeness of report.

O« O¢« O«

O¢ O«

Excluded Parties Lists/Federal Healthcare Reimbursement Sanctions and Exclusions Screenings

To maintain University compliance with regulations of the Office of Foreign Assets Control (OFAC)
of the US Treasury Department, the University may request a search to confirm that individuals
being hired are not listed in the OFAC/Terrorist Watch List.

The University may also request a FACIS® (Fraud and Abuse Control Information System) Report to
identify whether a licensed professional being hired in the Allied Health and Nursing programs,
the Student Health Center, the Student Counseling Center and/or similar units has engaged in
wrongful action in the healthcare field.

Background Screening Procedures:

1. All applicants being offered employment at Batten University, excluding student
applicants for student positions, are required to have a criminal history screen
conducted. While employment may begin prior to receipt of the results of each
screening, continued employment will be contingent on the results of their background
check.

2. The University will conduct a new background check when an individual's employment
or other relationship with the University has a break in service that is more than one (1)
year after last day worked or services performed for the University, provided that
sabbatical leave, parental leave, military leave, and other types of University-approved
leave do not constitute a break in service.

3. Prior to conducting the criminal history screen, the hiring supervisor, the President,
respective vice president, executive director of intercollegiate athletics, or Human
Resources/Payroll, as appropriate, shall obtain the signed, written consent from the
potential employee. An applicant who refuses to complete, sign, and submit the form
will be removed from further consideration for the position.
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4. This written consent form shall be forwarded to the Human Resources office. A
criminal background and sex offender registry screen, and when applicable a Motor
Vehicle Record and/or financial history screens, will be submitted to the University’s
contracted vendor(s).

5. Inaccordance with the signed agreement, the University’s vendor(s) shall perform
the appropriate background screen and transmit the results to the Director of Human
Resources.

6. If the results of an applicant’s criminal history screen include a conviction for any of the
crimes listed in this Policy or otherwise indicate a conviction that may present an
unacceptable risk inherent in the duties of the particular position, the Director of
Human Resources shall evaluate the findings along with the potential risk. The
evaluation shall be based upon such factors as the duties of the position, the nature,
number, or gravity of the offense(s) or conduct, the time that has passed since the
offense or conduct and/or completion of the sentence(s), employment and
rehabilitation history, accuracy of the information on the employment application, and
other job-related factors. Detention or arrest without conviction or without a plea of no
contest or PBJ will not play a part in the decision-making process.

7. If the results of any background screen might preclude an individual from employment,
Human Resources will notify the applicant that negative information was revealed
during the screening process that may impact the employment or volunteer decision.
The notification will also notify the individual that if they believe that the background
screen report is inaccurate or incomplete, they have five (5) business days from the
receipt of the notification to challenge the findings with the vendor(s) or otherwise
successfully resolve it.

8. The Director of Human Resources shall make the final recommendation to the hiring
supervisor on the advisability of continuing the relationship with the potential
employee.

9. If the results of an applicant’s criminal history record investigation indicate that the
applicant presents an unacceptable risk, the Director of Human Resources shall ensure
that the applicant receives a copy of the investigation results along with a printout of
their legal rights.

General Information
1. All background screens, including but not limited to criminal history record information,
will be used only for the purpose of evaluating applicants for employment, and shall in no

way be used to discriminate on the basis of race, religion, color, creed, sex, gender,
national and ethnic origin, age, marital status, military and covered veteran status,
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