
 

 1 

BACKGROUND REPORT RELEASE FORM 
PLEASE READ CAREFULLY 

 
This is to notify you that in connection with your application for employment or temporary assignment we may produce a consumer 
report. Please be advised that we may also obtain an investigative consumer report including information as to your character, general 
reputation, personal characteristics and mode of living as part of the process. In the event that information gained from these reports is 
utilized, either in whole or in part, in making an adverse decision we will provide you with a copy of the consumer report and a 
description of your summary of rights under the Fair Credit Reporting Act (FCRA) before making an adverse action. 
 
This information may be obtained by contacting your present and previous employers or references supplied by you. The report may 
cover information including, but not limited to, criminal history reports, and any public records i.e. driving records, education and 
licensing verifications, personal reference verifications, federal and state blocked party information, medical professional sanctions and 
Social Security number verification. 

 
Please be advised that you have the right to request a copy of the consumer report in a reasonable amount of time (60 days). We will 
make a complete and accurate disclosure of the nature and scope of the information requested. 
 
By signing below, I am authorizing the Town of Wytheville to prepare a consumer or investigative consumer report on me as part of the 
screening process for employment or temporary assignment.  During the period in which I retain employment or assignment, I further 
authorize the Town of Wytheville to obtain additional consumer reports or investigative consumer reports on me to evaluate my 
reliability for purposes of determining continued access authorization.  I also acknowledge that the Town of Wytheville will provide me 
with a copy of my summary of rights under the fair credit-reporting act (FCRA) if needed. 
 
I additionally authorize all entities having information about me including present and former employers, criminal justice agencies, 
department of motor vehicles, schools, and credit reporting agencies to release such information to the below indicated party or the 
Town of Wytheville and to Partnership Screening as the investigative consumer reporting agency, or to any firm retained to conduct 
such investigations, with all to be treated as the end user of such information without exception. 

 
 
Type Name of Requester:  TOWN OF WYTHEVILLE 
 
This release and authorization shall remain valid and in effect during the term of your employment.  We reserve the right to run 
additional consumer reports and/or investigative consumer reports on an as needed basis. 

 
Date: ______________________ Authorized Signature: _________________________________________ 

 
Subject/ First Name: _____________________Middle___________Last_____________________________ 

 
Address:_______________________________ City:________________________ ZIP Code:___________ 

 
Previous Address: ________________________ City: ________________________ ZIP Code: __________ 

 
Subject email address :    __________________________________________________________________ 

 
Date of Birth: ________/__________/________       Social Security Number: ________-_________-________ 

 
Driver’s License Number: ____________________     State Issued: __________________________________ 

 

□ I request a free copy of the report. 
 
The information that you provide on this form will be used solely for the purpose of identifying or 
eliminating possible records revealed during the background screening process and will not be used 
in any way in making an employment or assignment decision 
                
FOR OFFICE USE ONLY 
 
Date Received: _________Date Completed: __________ Date Dept. Head Notified: ________ 
 
Completed By: __________________________   



 

CONFIDENTIAL PERSONNEL RECORD               TOWN OF WYTHEVILLE 
                       REQUEST FORM                                                          P. O. BOX 533 

                WYTHEVILLE, VA   24382 
Please Print 
 
THIS FORM IS TO BE FILLED OUT WHEN THE EMPLOYEE REQUESTS TO SEE, OR HAVE COPIED, 
ANY INFORMATION CONTAINED IN THE EMPLOYEE'S PERSONNEL FILE.  MEDICAL RECORDS ARE  
EXCLUDED AND CANNOT BE OBTAINED WITH THIS FORM. 
 
X_________________________________________________________________________________________ 
               LAST       FIRST    MIDDLE                    
 
 
 
WHO IS REQUESTING INFORMATION? ______Volunteer_______________________________________ 
 
WHAT RELATIONSHIP IS THIS PERSON TO EMPLOYEE?    ______Self___________________________ 
 
WHAT INFORMATION IS BEING REQUESTED? ___Copy of Backgound Informaiton__________________ 
 
WHY IS THE INFORMATION BEING REQUESTED?  ___Required by law __________________________ 
 
__________________________________________________________________________________________ 
 
 
X___________________________________________           ____________________________________ 
        SIGNATURE OF VOLUNTEER`                  DATE   
 
 
  

HUMAN RESOURCE APPROVAL 
 
 

WAS INFORMATION COPIED? ______ WHAT INFORMATION WAS COPIED? _________________ 
 
 
_______________________________________________  ______________________________________ 
           SIGNATURE OF PERSON MAKING COPY    DATE COPIED 
 
 
________________________________________________ ___________________________________  
       HUMAN RESOURCE MANAGER APPROVAL     DATE 
 



 

 2 

 
A Summary of Your Rights Under the Fair Credit Reporting Act 

  
 The federal Fair Credit Reporting Act (FCRA) promotes the accuracy, fairness, and privacy of information in the 
files of consumer reporting agencies.  There are many types of consumer reporting agencies, including credit bureaus and 
specialty agencies (such as agencies that sell information about check writing histories, medical records, and rental history 
records).  Here is a summary of your major rights under FCRA.  For more information, including information about 
additional rights, go to www.consumerfinance.gov/learnmore or write to: Consumer Financial Protection Bureau, 
1700 G Street N.W., Washington, DC 20552. 
 

• You must be told if information in your file has been used against you.  Anyone who uses a credit report or 
another type of consumer report to deny your application for credit, insurance, or employment – or to take another 
adverse action against you – must tell you, and must give you the name, address, and phone number of the agency 
that provided the information. 

 
• You have the right to know what is in your file.  You may request and obtain all the information about you in 

the files of a consumer reporting agency (your “file disclosure”).  You will be required to provide proper 
identification, which may include your Social Security number.  In many cases, the disclosure will be free.  You 
are entitled to a free file disclosure if: 

 
o a person has taken adverse action against you because of information in your credit report; 
o you are the victim of identity theft and place a fraud alert in your file; 
o your file contains inaccurate information as a result of fraud; 
o you are on public assistance; 
o you are unemployed but expect to apply for employment within 60 days. 

 
In addition, all consumers are entitled to one free disclosure every 12 months upon request from each nationwide 
credit bureau and from nationwide specialty consumer reporting agencies.  See 
www.consumerfinance.gov/learnmore for additional information. 

 
• You have the right to ask for a credit score.  Credit scores are numerical summaries of your credit-worthiness 

based on information from credit bureaus.  You may request a credit score from consumer reporting agencies that 
create scores or distribute scores used in residential real property loans, but you will have to pay for it.  In some 
mortgage transactions, you will receive credit score information for free from the mortgage lender. 

 
• You have the right to dispute incomplete or inaccurate information.  If you identify information in your file 

that is incomplete or inaccurate, and report it to the consumer reporting agency, the agency must investigate 
unless your dispute is frivolous.  See www.consumerfinance.gov/learnmore for an explanation of dispute 
procedures. 

 
• Consumer reporting agencies must correct or delete inaccurate, incomplete, or unverifiable information.  

Inaccurate, incomplete, or unverifiable information must be removed or corrected, usually within 30 days.  
However, a consumer reporting agency may continue to report information it has verified as accurate. 

 
• Consumer reporting agencies may not report outdated negative information.  In most cases, a consumer 

reporting agency may not report negative information that is more than seven years old, or bankruptcies that are 
more than 10 years old. 

 
• Access to your file is limited.  A consumer reporting agency may provide information about you only to people 

with a valid need – usually to consider an application with a creditor, insurer, employer, landlord, or other 
business.  The FCRA specifies those with a valid need for access. 

 
• You must give your consent for reports to be provided to employers.  A consumer reporting agency may not 

give out information about you to your employer, or a potential employer, without your written consent given to 

http://www.consumerfinance.gov/learnmore
http://www.consumerfinance.gov/learnmore
http://www.consumerfinance.gov/learnmore
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the employer.  Written consent generally is not required in the trucking industry.  For more information, go to 
www.consumerfinance.gov/learnmore. 

 
• You may limit “prescreened” offers of credit and insurance you get based on information in your credit 

report.  Unsolicited “prescreened” offers for credit and insurance must include a toll-free phone number you can 
call if you choose to remove your name and address form the lists these offers are based on.  You may opt out 
with the nationwide credit bureaus at 1-888-5-OPTOUT (1-888-567-8688). 

 
• The following FCRA right applies with respect to nationwide consumer reporting agencies: 

 
CONSUMERS HAVE THE RIGHT TO OBTAIN A SECURITY FREEZE 

 
You have a right to place a “security freeze” on your credit report, which will prohibit a consumer 
reporting agency from releasing information in your credit report without your express authorization.  The 
security freeze is designed to prevent credit, loans, and services from being approved in your name without your 
consent.  However, you should be aware that using a security freeze to take control over who gets access to the 
personal and financial information in your credit report may delay, interfere with, or prohibit the timely approval 
of any subsequent request or application you make regarding a new loan, credit, mortgage, or any other account 
involving the extension of credit. 

 
As an alternative to a security freeze, you have the right to place an initial or extended fraud alert on your credit 
file at no cost.  An initial fraud alert is a 1-year alert that is placed on a consumer’s credit file.  Upon seeing a 
fraud alert display on a consumer’s credit file, a business is required to take steps to verify the consumer’s identity 
before extending new credit.  If you are a victim of identity theft, you are entitled to an extended fraud alert, 
which is a fraud alert lasting 7 years. 

 
A security freeze does not apply to a person or entity, or its affiliates, or collection agencies acting on behalf of 
the person or entity, with which you have an existing account that requests information in your credit report for 
the purposes of reviewing or collecting the account.  Reviewing the account includes activities related to account 
maintenance, monitoring, credit line increases, and account upgrades and enhancements. 

 
• You may seek damages from violators.  If a consumer reporting agency, or, in some cases, a user of consumer 

reports or a furnisher of information to a consumer reporting agency violates the FCRA, you may be able to sue in 
state or federal court. 

 
• Identity theft victims and active duty military personnel have additional rights.  For more information, visit 

www.consumerfinance.gov/learnmore. 
 
States may enforce the FCRA, and many states have their own consumer reporting laws.  In some cases, you may 
have more rights under state law.  For more information, contact your state or local consumer protection agency 
or your state Attorney General.  For information about your federal rights, contact:  
 

Para información en español, visite www.consumerfinance.gov/learnmore o escribe a la 
Consumer Financial Protection Bureau, 1700 G Street N.W., Washington, DC 20552. 

http://www.consumerfinance.gov/learnmore
http://www.consumerfinance.gov/learnmore
http://www.consumerfinance.gov/learnmore
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TYPE OF BUSINESS: CONTACT: 

1.a. Banks, savings associations, and credit unions with total 
assets of over $10 billion and their affiliates 
 
 
b. Such affiliates that are not banks, savings associations, or 
credit unions also should list, in addition to the CFPB: 

a. Consumer Financial Protection Bureau 
1700 G Street, N.W. 
Washington, DC 20552 
 
b. Federal Trade Commission 
Consumer Response Center 
600 Pennsylvania Avenue, N.W. 
Washington, DC 20580 
(877) 382-4357 

2. To the extent not included in item 1 above: 
a. National banks, federal savings associations, and federal 
branches and federal agencies of foreign banks 
 
 
b. State member banks, branches and agencies of foreign banks 
(other than federal branches, federal agencies, and Insured State 
Branches of Foreign Banks), commercial lending companies 
owned or controlled by foreign banks, and organizations 
operating under section 25 or 25A of the Federal Reserve Act. 
 
c. Nonmember Insured Banks, Insured State Branches of 
Foreign Banks, and insured state savings associations 
 
d. Federal Credit Unions 

a. Office of the Comptroller of the Currency 
Customer Assistance Group 
1301 McKinney Street, Suite 3450 
Houston, TX 77010-9050 
 
b. Federal Reserve Consumer Help Center 
P.O. Box 1200 
Minneapolis, MN 55480 
 
 
c. FDIC Consumer Response Center 
1100 Walnut Street, Box #11 
Kansas City, MO 64106 
 
d. National Credit Union Administration 
Office of Consumer Financial Protection (OCFP) 
Division of Consumer Compliance Policy and Outreach 
1775 Duke Street 
Alexandria, VA 22314 

3. Air carriers Asst. General Counsel for Aviation Enforcement & Proceedings 
Aviation Consumer Protection Division 
Department of Transportation 
1200 New Jersey Avenue, S.E. 
Washington, DC 20590 

4. Creditors Subject to the Surface Transportation Board Office of Proceedings, Surface Transportation Board 
Department of Transportation 
395 E Street, S.W. 
Washington, DC 20423 

5. Creditors Subject to the Packers and Stockyards Act, 1921 Nearest Packers and Stockyards Administration area supervisor 
6. Small Business Investment Companies Associate Deputy Administrator for Capital Access 

United States Small Business Administration 
409 Third Street, S.W., Suite 8200 
Washington, DC 20416 

7. Brokers and Dealers Securities and Exchange Commission 
100 F Street, N.E. 
Washington, DC 20549 

8. Federal Land Banks, Federal Land Bank Associations, 
Federal Intermediate Credit Banks, and Production Credit 
Associations 

Farm Credit Administration 
1501 Farm Credit Drive 
McLean, VA 22102-5090 

9. Retailers, Finance Companies, and All Other Creditors Not 
Listed Above 

Federal Trade Commission 
Consumer Response Center 
600 Pennsylvania Avenue, N.W. 
Washington, DC 20580 
(877) 382-4357 













or personnel information, (b) accountability for public funds, (c) access to Town supplies, 
(d) entry into secured areas outside of working hours, (e} activities relating to law
enforcement and public safety, (f) right of entry onto private property, and (g) child care or
assistance to the elderly or disabled.

Background investigations shall be conducted to include criminal records, driving records, 
and any other such data as allowed by law. Criminal conviction records shall be 
considered only as one aspect of the total assessment process except when the position, 
because of the nature of the work to be performed, must be limited to persons who have 
no past criminal records or have not been convicted of any related crime. The background 
investigation shall be performed in a manner as prescribed by law on all applicants who 
are finalists for a position (have been recommended for hire by the hiring manager). 
Consent to all such checks shall be a condition of employment. All finalists will be 
contacted and requested to complete the requisite documentation to permit criminal 
records to be processed. Simultaneously, finalists will be informed that they may update 
the criminal convictions disclosure portion of their application and be again warned that 
failure to disclose all convictions will result in rejection of their application. If a finalist does 
not complete and return the documentation to permit criminal records checks, his/her 
application will no longer be considered, and no offer will be made. 

When deemed necessary for a particular position, applicants recommended for 
employment wilt be fingerprinted and/or bonded to determine if a criminal record exists, 
prior to being considered for employment. 

Where other standards or requirements for a particular position are established, all 
applicants shall be required to meet those standards as a condition of hire and continued 
employment. Any standard developed must have the approval of the Town Manager 
before being adopted and shall then be entered on the applicable position or class 
description. Any substitution for or deviation from established standards must have prior 
approval of the Town Council. The Human Resources Manager, at the request of the 
department head, may establish any tests or examinations which are developed, and 
which are warranted to determine whether an applicant or employee meets established 
standards. 

If the background, medical (subsequent to job offer), or any other subsequent investigation 
discloses any misrepresentation on the application form or information indicating that the 
individual is not suited for employment, the applicant will be refused employment or, if 
already employed, may be terminated. 

The Town Manager has sole authority to hire all employees for the Town, including part
time, full-time, volunteer, and appointed employees 

IV. Volunteer Agreement Form

Each volunteer is asked to sign the attached Volunteer Agreement Form cerbfying that he 
or she has read this information concerning the Volunteer Resources Program for the 
Town of Wytheville and the Wytheville-Wythe-Bland Chamber of Commerce and that he 
or she is familiar with the policies, procedures, and ethics requirements. 

Approved by:___.7;'-',.'--E--'-�---'"f.'--,,__-===----------
Town Manager 

 

Date 

Revised 06/2021 



DRESS POLICY 
WYTHEVILLE TOWN COUNCIL  

AND ALL APPOINTED  
COMMITTEES, COMMISSIONS AND BOARDS 

 
 

The Town Council and all appointees to the Town’s various committees, commissions 

and boards shall illustrate the pride of the Town and dress appropriately for meetings. 

Business attire standards shall govern. Shorts, sweatpants, blue jeans, baseball caps, 

tennis shoes and other casual dress shall not be considered appropriate attire for 

attendance at meetings. 

 

 

 

 

 

 

 

 

 

 



 TOWN COMMITTEES 
 
Board of Zoning Appeals -- Composed of five members who are recommended by the 
Town Council and appointed by the Judge of the Circuit Court of Wythe County. The term 
of office is for five years and meets as needed. The Board hears and decides appeals from 
any order, requirement, decision or determination made by the Zoning Administrator in the 
administration or enforcement of the Zoning Ordinance. The Board authorizes, upon 
appeal, in specific cases a variance from the terms of the Zoning Ordinance as will not be 
contrary to the public interest, when, knowing the literal enforcement of the provisions will 
result in unnecessary hardship. 
 
Building Code Appeals Board -- Composed of five members and the term of office is for 
five years. The Board meets as needed. The Board hears appeals concerning the 
application of the Building Code or refusal to grant a modification to the provisions of the 
Code covering the manner of construction or materials to be used in the erection, alteration 
or repair of a building or structure. 
 
Wytheville Economic Development Authority -- Composed of seven members.  The 
term of office is for four years, and the Authority meets annually the third Wednesday in 
April at 9:00 a.m. or as needed. Historically, the Town and County both had Industrial 
Development Authorities whose purpose was to promote economic growth and act as the 
agent for industrial development bonds. With the advent of the Joint Industrial Development 
Authority who is now charged with these activities, the Town’s Authority acts as a support 
organization, if necessary, to the Joint Authority. 
 
Joint Industrial Development Authority -- Composed of seven members, two of which 
are appointments by the Town. The term of office is for four years, and the Authority meets 
the fourth Thursday of each month at 3:00 p.m. The Authority initiates, develops and 
coordinates industrial and economic development efforts in order to achieve and sustain 
the optimum quality of life for all Wythe County citizens. 
 
Planning Commission -- Composed of seven members, one of whom is a Town Council 
liaison member. The term of office is four years. The Commission meets the second 
Thursday of each month at 6:00 p.m. in the Town Council Chambers. The Planning 
Commission is advisory to the Town Council and makes recommendations to the Council 
regarding planning issues including the Zoning Ordinance and a wide array of land use and 
land use policy issues. Planning Commission members are required to complete a certified 
planning commissioner’s course within the first year of service on the Commission. The 
course begins with an intensive weekend session, followed by a ten-week home study 
session and closes with a final weekend session. The course educates the members on 
State legislation relating to planning and zoning, and it introduces relevant planning and 
zoning issues. Commission members have the opportunity to meet other Commission 
members from local governments and compare their experiences. The course is a valuable 
aid to understanding the role of the Planning Commission and each member’s duty on the 
Commission. The cost of the course, lodging and meals are paid by the Town.  
 
Recreation Commission -- Composed of five members (five members over the age of 18 
years and two members not less than 15 years of age nor more than 18 years of age) and 



one Town Council liaison member. The term of office for members over 18 years shall be 
three years and members not less than 15 years nor more than 18 years shall be for a term 
of one year. The Commission meets the meets quarterly at 5:30 p.m. The Recreation 
Commission is advisory and advises the Town Council with respect to the immediate and 
long range plans and programs necessary to meet the active and passive recreational 
needs of the citizens of all ages in the Town. The Commission assists and advises the 
Director in the continuing development of recreational plans and programs. The Director 
reviews recreation plans with the Commission and discusses all matters pertaining to the 
recreation programs. 
 
Redevelopment and Housing Authority -- Composed of seven members and one Town 
Council liaison. The term of office is for four years. The Authority meets the third 
Wednesday of each month at 12:00 noon. The Housing Authority is charged with the 
general operation of housing projects and investigating housing conditions and means and 
methods of improving such conditions. 
 
Smyth-Wythe Airport Commission -- Composed of five members of which two are 
appointed by the Town. The Commission meets the second Thursday of each month at 
7:30 p.m. The Airport Commission is charged with overseeing the construction, 
improvement, equipment, maintenance and operation of the Mountain Empire Airport. 
 
Tree Advisory Committee -- Composed of five members. The Committee meets quarterly 
month at 8:30 a.m. or as needed. The Tree Advisory Committee is charged with developing 
programs that will replace existing trees as necessary through the years and to help 
administer the Town’s tree ordinance. 
 
Wall of Honor Committee -- Composed of four members and one Town Council liaison 
member. One member represents Wythe County, one member represents the Sports Hall 
of Fame and two members are representatives from the Veterans’ Groups. The initial 
appointments were for staggered terms. The current terms are for four years. The 
Committee meets as needed. The Wall of Honor Committee is charged with accepting and 
reviewing applications for nominees to the Civic Monument and making their 
recommendations to the Town Council. 
 
Willow Brook Jackson/Umberger Homestead Museum Advisory Board -- Composed of 
five members and one Town Council liaison. The current term of office is for five years, and 
the Board meets quarterly or as needed. The Board is charged with reviewing various 
aspects of the operation of the Jackson Property and making recommendations to the 
Town Council. 
 
 
 
 
 
 
 



**The following questions will be asked at an informal “Meet and Greet,” if your application is 
selected for consideration by the Town Council.  

MEET AND GREET QUESTIONS 
TOWN COMMITTEES 

Name: ____________________________________ Date: __________________ 

Committee: _______________________________________________________ 

1. Tell us about yourself?

2. Tell us what you know about this Committee?

3. What interests you about serving on this Committee?

4. What background do you have that makes you qualified to serve on this Committee?

5. What do you see as the objectives and goals of the Committee/Commission/
Authority?
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