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ADMINISTRATIVE PROCEDURES 
REGARDING HIRING 

 
SECTION 1 – PURPOSE 
 
To help ensure that the most qualified candidate is hired, to avoid discrimination and to 
minimize liability. 
 
SECTION 2 – APPLICABILITY 
 
This shall be applicable to hiring all Town of Stowe employees hired by the Town 
Manager except the Stowe Police Department, which shall follow their own hiring 
procedures as approved by the Town Manager.  
 
SECTION 3 – ADVERTISING 
 
a. All job ads shall be approved by the Town Manager prior to release. 
 
b. The ad shall state the job title, beginning pay range, outline the major essential 

functions of the job, state the minimum qualifications and that the municipality is an 
equal opportunity employer (EOE).  The ad shall stipulate that resumes/applications 
will be accepted until the position is filled.  All resumes/applications shall be 
submitted to: Attn: Recruit, Town of Stowe, PO Box 730, Stowe, VT 05672 or 
recruit@stowevt.gov. 
 

c. The job ad shall be posted at all municipal buildings (e.g., Akeley Memorial Building, 
Stowe Free Library, Stowe Arena, Gale Rec Center, Stowe Fire & Rescue, Stowe 
Police Department, Wastewater Facility, Highway Garage, Water Plant), sent to all 
employees via email, and placed on the municipal web site.  All positions shall be 
publicly advertised, unless advertising is waived by the Town Manager (i.e. internal 
promotion, etc.). 

 
d. The Town Manager’s Executive Assistant shall place the ad in a newspaper of 

general circulation in the Town of Stowe and on the Town website a minimum of ten 
days prior to inviting candidates in for interviews.  Other publications may be used as 
recommended and approved by the Department Head.  The cost of the 
advertisement will be paid by the department for which the position is advertised. 

 
SECTION 4 – APPLICATIONS AND PRE-SCREENING 
 
a. All persons interested in any part-time or full-time position for the Town of Stowe 

shall be required to complete a Town of Stowe employment application. 
 

b. The Department Head and/or direct Supervisor shall be responsible for screening 
applicants for interviews.  If there is a hiring committee all applications shall be 
provided to the committee for review.  
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SECTION 5 – INTERVIEWS 
 
a. The Department Head and/or direct Supervisor shall attend all interviews for new 

employees. The Department Head, direct Supervisor or Town Manager may also 
have others attend as well.  

 
b. All questions shall be related to determining who is the most qualified candidate 

based on his/her ability to do the job. 
 
c. No questions discriminatory in nature may be asked (e.g. race or color, religion, 

national origin/ancestry, place of birth, age, sex, sexual orientation, handicapped or 
veteran status, etc.).  See the document entitled, “Legal and Illegal Questions for 
Job Interviews” (Attachment A). 

 
d. If requested, a candidate shall be provided reasonable accommodations in 

accordance with the Americans with Disabilities Act (ADA).  Information on how to 
reasonably accommodate a candidate for an interview can be obtained by calling 1-
800-ADA-WORK.   

 
e. All candidates representing that they have an operator’s certificate or a degree 

required for the position shall provide a copy of the certification, academic transcripts 
or other suitable evidence. 

 
 
SECTION 6 – PRE-JOB OFFER REFERENCE CHECKS 
 
At a minimum, the current employer’s reference will be checked by the Department 
Head/Supervisor or the Town Manager’s Executive Assistant after the preferred 
candidate signs a consent to release information (Attachment B).  Only questions to 
determine a candidate’s qualifications for a job shall be asked.  No questions of a 
discriminatory nature shall be asked.  See telephone “Reference Check” form 
(Attachment C). 
 
SECTION 7 – CONDITIONAL JOB OFFER 
 
All conditional offers of employment shall be recommended by the Department Head 
and approved by the Town Manager. The Town Manager’s Executive Assistant shall 
prepare a letter of conditional offer of employment that shall be reviewed by the Finance 
Director prior to being signed by the Manager. The conditional offer is subject to 
successful background check investigation listed below. The conditional offer letter will 
be mailed or hand delivered, along with the Town Ethics Policy, the job description for 
the position for which the offer is being made, required Federal and State employment 
paperwork and all the appropriate background check forms to be filled out by the 
candidate as discussed below. All documents are to be signed and returned to the 
Town Manager’s Executive Assistant. If the offer is for a regular full-time position, the 
full-time employee benefit summary, personnel rules or union contract, and insurance 
and benefit information will also be included. 
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SECTION 8 – BACKGROUND CHECKS 
 
a. All offers of employment are conditional upon completion of background checks and 

a finding by the Town Manager or his/her designee that the information provided by 
the applicant during the pre-employment process was accurate, complete and 
truthful.  The Town Manager’s Executive Assistant or Department Head will bring to 
the Manager’s attention any areas of concern raised in the pre-job offer background 
checks. The Town Manager will consider information obtained through background 
checks when weighing the veracity, character and general suitability of candidates 
for employment.  

 
b. The intentional provision by an applicant of false, incomplete or misleading 

information during the pre-employment process will result in automatic removal of 
the applicant from further consideration for employment or a volunteer position.  An 
offer of employment conditioned on the completion of a background check may be 
terminated if it is determined that the applicant intentionally failed to fully disclose a 
criminal record or substantiated report of child abuse or neglect during the pre-
employment process.  When it is determined that the applicant failed to fully disclose 
his or her background through misunderstanding or inadvertence, such failure will be 
considered a significant factor in employment or termination considerations. 
 

c. The following background checks will be run on potential employees: 
 
Verification of employment eligibility – To be completed for all potential employees 
by the Town Manager’s Executive Assistant. To verify the right to work in the United 
States, Form I-9, Employment Eligibility Verification must be completed in the 
presence of the Town Manager’s Executive Assistant (Attachment D). 
  
Vermont Adult Abuse Registry and Vermont Child Protection Registry – To be 
completed for all potential employees by the Town Manager’s Executive Assistant.  
Potential employees must sign the enclosed Vermont Agency of Human Services 
Consent for Release of Registry Information (Attachment E). 
 
National Background Screening (Through NCSI) – To be completed for all potential 
employees by the Town Manager’s Executive Assistant. Potential Employees must 
sign the enclosed National Background Screening Consent Form (Attachment F) 

 
Vermont Department of Motor Vehicles Screening – To be completed for all potential 
employees for a position where driving is a primary job responsibility shall be 
required by the Town Manager’s Executive Assistant. Potential Employees must 
sign the “Authorization of Release of Information” section of the Vermont 
Department of Motor Vehicles Record Request Form allowing the municipality to 
obtain a certified copy of the candidate’s complete operating record (Attachment G). 
 
Pre-employment medical exam – To be completed for all potential regular full-time or 
regular part-time employees (not at-will employees) of the Police, Highway, Parks, 
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Water and Sewer Departments. The pre-employment physical shall be scheduled by 
the Town Manager’s Executive Assistant through the Town’s designated physician. 
 
Pre-Employment Drug Testing – To be completed for all potential employees 
required to have a CDL, the Town Manager’s Executive Assistant will arrange for a 
pre-employment drug test to be completed prior to the employees being allowed to 
operate Town-owned machinery. 
 
Commercial Driver’s License – To be completed for all potential employees required 
to have a CDL, the Town Manager’s Executive Assistant must verify the employees 
CDL is current and check for any past history of drug or alcohol tests and/or refusals 
to be tested through the National Drug & Alcohol Clearing House in accordance with 
DOT Regulation 49 CFR part 40, sec. 40.25. The potential employee must sign a 
written consent to release information. 
 
Criminal Records Check: All recreation candidates shall undergo a Vermont Criminal 
Information Check. Other Department Heads may choose to run this background 
check if they service a vulnerable population. The Department Head is responsible 
for requesting this report and receiving the results. All results from the Criminal 
Records Check are to be sent to the Town Manager for retention in the employee’s 
personnel file. 
 

d.  Results of Background checks:  Providing a safe environment and ensuring a 
candidate is qualified for a position are primary considerations in decisions 
concerning employment.  The Town Manager will base such decisions on all 
relevant information, qualifications and circumstances.  The Town Manager’s 
Executive Assistant will administer all background screening procedures and shall 
receive the results of the record checks. The hiring Department Manager will receive 
the results of the NCPA Fingerprint check, if one is completed. They are responsible 
to reporting the results of this check to the Town Manager. Upon receipt of a criminal 
record, or notification of the existence of an adult abuse or child protection record, 
the Town Manager’s Executive Assistant shall notify the Town Manager, who shall 
determine whether or not an applicant is offered employment.  Unfavorable 
background check information is not an automatic bar to employment. 

 
Applicants may be disqualified from positions if they were ever convicted of any of 
the following: 
 
1. Crimes against children or other vulnerable populations. 
2. Felony conviction involving violence. 
3. Sexual offense. 
4. Crimes of moral turpitude. 
5. Crimes involving embezzlement and/or stealing. 
6. Other crimes that would make a candidate unsuitable for the position they have 

applied for, as determined by the Town Manager. 
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Applicants may be disqualified from positions if they have any of the following motor  
vehicle violations: 
 
1. Three (3) or more moving violations in a 36-month period. 
2. Driving under the influence of alcohol or drugs in the last three years. 
3. Hit and Run accident. 
4. Failure to report an accident. 
5. Operating a vehicle under a suspended or revoked license. 
6. Homicide, assault or a felony arising from the operation of a motor vehicle. 
7. Careless & Negligent (C&N) driving violation in the last three years. 
8. Other violations that would make a candidate unsuitable for the position they 

have applied for, as determined by the Town Manager. 
 

e.   The Town Manager’s Executive Assistant and/or Town Manager shall notify the 
affected applicant that a disqualifying entry was reported on the background record 
check and present the report to the applicant.  The Town of Stowe and its officers, 
employees and agents are not responsible for errors or omissions that may be 
reported in the background checks. 

 
f.     Criminal record, Vermont Adult Abuse Registry and the Vermont Child Protection 

Registry and National Security Consultants Inc information sent to the Town 
Manager’s Executive Assistant  shall be opened and reviewed by the Town Manager 
or his or her designee, who has a documented need to see the record.  All 
information obtained in response to the background check shall be used by the 
Town exclusively in connection with its employment process.  The Town shall not 
disseminate copies of criminal records or abuse registry information to any other 
person or entity.  The contents of the criminal record check, abuse registry and other 
information obtained through the review process shall be kept confidential by the 
Town Manager’s Executive Assistant, and shall not be disclosed to any person other 
than the applicant or a properly designated employee of the Town who has a 
documented need to know of the contents of the record.  The Town Manager’s 
Executive Assistant shall maintain all authorizations and records or reports in a 
confidential manner, and, as required by 20 V.S.A. 2056 c, shall comply with all 
statutes, rules and policies relating to the release of criminal records and the 
protection of individual privacy.  The Town Manager’s Executive Assistant shall not 
confirm the existence or nonexistence of criminal record information to any person 
who would not be eligible to receive the information pursuant to 20 V.S.A. 2051 et. 
seq. 

 
g.  Maintenance of Background Check Information: Criminal records and abuse registry 

information will be maintained in the employee’s personnel file as a personnel 
document.  Processed release forms and criminal record information will be 
maintained for at least three calendar years. 

 
h.  Should employment status be severed for longer than one calendar year, the 

employee shall be subject to all background checks prior to rehire. 
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SECTION 9 – ORIENTATION 
 
a. The Department Head shall be responsible for ensuring that all employees receive 

an employee orientation and that time is scheduled prior to the first day of work to 
meet with the Town Manager’s Executive Assistant to complete the I-9 Employment 
Eligibility Verification, return the signed offer letter and background check forms and 
to process payroll and benefits information. The employee orientation should include 
introduction to the Town Manager and a tour of all municipal facilities. 
 

b. The Department Head shall ensure that the employee receives all necessary training 
prior to performing a work task or operating a piece of equipment and documenting 
that such training has been received. 

 
SECTION 10 – FILE 
 

The employee’s application, resume, authorization to release information form, 
criminal background checks, and offers of employment shall be permanently kept in 
the employee’s personnel file. In addition, a signed copy of the Ethics Policy shall be 
kept permanently in the employee’s personnel file. Department Heads shall turn over 
the information to the Town Manager’s Executive Assistant, so that a personnel file 
can be created prior to the start of employment. 
 
 

 
 



aearle
Typewriter
Attachment A









aearle
Typewriter
Attachment B



aearle
Typewriter
Attachment C



USCIS  
Form I-9 

OMB No. 1615-0047 
Expires 08/31/2019

 Employment Eligibility Verification 
Department of Homeland Security  

U.S. Citizenship and Immigration Services 

Form I-9  07/17/17  N   Page 1 of 3

►START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically, 
during completion of this form. Employers are liable for errors in the completion of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which 
document(s) an employee may present to establish employment authorization and identity. The refusal to hire or continue to employ 
an individual because the documentation presented has a future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form I-9 no later 
than the first day of employment, but not before accepting a job offer.)
Last Name (Family Name) First Name (Given Name) Middle Initial Other Last Names Used (if any)

Address (Street Number and Name) Apt. Number City or Town State ZIP Code

Date of Birth (mm/dd/yyyy) U.S. Social Security Number

- -

 Employee's E-mail Address Employee's Telephone Number

I am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in 
connection with the completion of this form.
I attest, under penalty of perjury, that I am (check one of the following boxes):

1. A citizen of the United States

2. A noncitizen national of the United States (See instructions)

3. A lawful permanent resident

4. An alien authorized to work    until 
(See instructions)

(expiration date, if applicable, mm/dd/yyyy):

(Alien Registration Number/USCIS Number):

Some aliens may write "N/A" in the expiration date field.

Aliens authorized to work must provide only one of the following document numbers to complete Form I-9:  
An Alien Registration Number/USCIS Number OR Form I-94 Admission Number OR Foreign Passport Number.

1. Alien Registration Number/USCIS Number:

2. Form I-94 Admission Number:

3. Foreign Passport Number:

Country of Issuance:

OR

OR

QR Code - Section 1   
Do Not Write In This Space

Signature of Employee Today's Date (mm/dd/yyyy)

Preparer and/or Translator Certification (check one):     
      I did not use a preparer or translator.  A preparer(s) and/or translator(s) assisted the employee in completing Section 1.
(Fields below must be completed and signed when preparers and/or translators assist an employee in completing Section 1.)
I attest, under penalty of perjury, that I have assisted in the completion of Section 1 of this form and that to the best of my 
knowledge the information is true and correct.
Signature of Preparer or Translator Today's Date (mm/dd/yyyy)

Last Name (Family Name) First Name (Given Name)

Address (Street Number and Name) City or Town State ZIP Code

Employer Completes Next Page
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USCIS  
Form I-9 

OMB No. 1615-0047 
Expires 08/31/2019

 Employment Eligibility Verification 
Department of Homeland Security  

U.S. Citizenship and Immigration Services 

Section 2. Employer or Authorized Representative Review and Verification 
(Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee's first day of employment. You 
must physically examine one document from List A OR a combination of one document from List B and one document from List C as listed on the "Lists 
of Acceptable Documents.")

Last Name (Family Name) M.I.First Name (Given Name)
Employee Info from Section 1

Citizenship/Immigration Status

List A
Identity and Employment Authorization Identity Employment Authorization

OR List B AND List C

Additional Information QR Code - Sections 2 & 3 
Do Not Write In This Space

Document Title

Issuing Authority

Document Number

Expiration Date (if any)(mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any)(mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any)(mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any)(mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any)(mm/dd/yyyy)

Certification: I attest, under penalty of perjury, that (1) I have examined the document(s) presented by the above-named employee, 
(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the 
employee is authorized to work in the United States. 
The employee's first day of employment (mm/dd/yyyy):  (See instructions for exemptions)

Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) Title of Employer or Authorized Representative

Last Name of Employer or Authorized Representative First Name of Employer or Authorized Representative Employer's Business or Organization Name

Employer's Business or Organization Address (Street Number and Name) City or Town State ZIP Code

Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative.)
A. New Name (if applicable)
Last Name (Family Name) First Name (Given Name) Middle Initial

B. Date of Rehire (if applicable)
Date (mm/dd/yyyy)

Document Title Document Number Expiration Date (if any) (mm/dd/yyyy)

C. If the employee's previous grant of employment authorization has expired, provide the information for the document or receipt that establishes 
continuing employment authorization in the space provided below.

I attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if 
the employee presented document(s), the document(s) I have examined appear to be genuine and to relate to the individual. 
Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) Name of Employer or Authorized Representative



LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A  
or a combination of one selection from List B and one selection from List C.

LIST A

2.   Permanent Resident Card or Alien 
Registration Receipt Card (Form I-551)

1.   U.S. Passport or U.S. Passport Card

3.   Foreign passport that contains a 
temporary I-551 stamp or temporary 
I-551 printed notation on a machine-
readable immigrant visa

4.   Employment Authorization Document 
that contains a photograph (Form 
I-766) 

5.   For a nonimmigrant alien authorized  
to work for a specific employer 
because of his or her status:

Documents that Establish 
Both Identity and 

Employment Authorization

6.   Passport from the Federated States of 
Micronesia (FSM) or the Republic of 
the Marshall Islands (RMI) with Form 
I-94 or Form I-94A indicating 
nonimmigrant admission under the 
Compact of Free Association Between 
the United States and the FSM or RMI

b. Form I-94 or Form I-94A that has  
the following:
(1) The same name as the passport; 

and
(2) An endorsement of the alien's 

nonimmigrant status as long as 
that period of endorsement has 
not yet expired and the 
proposed employment is not in 
conflict with any restrictions or 
limitations identified on the form.

a. Foreign passport; and

For persons under age 18 who are 
unable to present a document 

listed above:   

1.   Driver's license or ID card issued by a 
State or outlying possession of the 
United States provided it contains a 
photograph or information such as 
name, date of birth, gender, height, eye 
color, and address

9.   Driver's license issued by a Canadian 
government authority

3.   School ID card with a photograph

6.   Military dependent's ID card

7.   U.S. Coast Guard Merchant Mariner 
Card

8.   Native American tribal document

10.   School record or report card

11.   Clinic, doctor, or hospital record

12.   Day-care or nursery school record

2.   ID card issued by federal, state or local 
government agencies or entities, 
provided it contains a photograph or 
information such as name, date of birth, 
gender, height, eye color, and address

4.   Voter's registration card

5.   U.S. Military card or draft record

Documents that Establish  
Identity 

LIST B

OR AND

LIST C

7.   Employment authorization 
document issued by the 
Department of Homeland Security

1.   A Social Security Account Number 
card, unless the card includes one of 
the following restrictions:

2.   Certification of report of birth issued 
by the Department of State (Forms 
DS-1350, FS-545, FS-240) 

 
3.   Original or certified copy of birth   
      certificate issued by a State,  
      county, municipal authority, or  
      territory of the United States  
      bearing an official seal

4.   Native American tribal document

6.   Identification Card for Use of 
Resident Citizen in the United 
States (Form I-179)

Documents that Establish  
Employment Authorization

5.   U.S. Citizen ID Card (Form I-197)

(2)  VALID FOR WORK ONLY WITH 
INS AUTHORIZATION

(3)  VALID FOR WORK ONLY WITH 
DHS AUTHORIZATION

(1)  NOT VALID FOR EMPLOYMENT

Page 3 of 3Form I-9  07/17/17  N 

Examples of many of these documents appear in Part 13 of the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.



Last Modified:  9/21/2010 

Agency of Human Services 
 

Adult Protective Services, 103 S. Main Street, Ladd Hall, Waterbury, VT 05671-2306 
AND 

Child Abuse Registry Unit, 103 S. Main Street, Waterbury, VT 05671-2401 
 

FORM C 
 

CONSENT FOR RELEASE OF REGISTRY INFORMATION 
 

This form is for use with the ON-LINE registry checking system ONLY 
 

This consent form must be filled out completely and signed by the current 
employee, prospective employee, contractor or volunteer and kept on file at the 
requesting organization. The Agency of Human Services reserves the right to 
audit these consent forms at any time. 
 

Current or Prospective Employee, Contractor, or Volunteer Information 
 

 
Full Name: ____________________________________________Gender:  Male Female 

LAST  FIRST Middle Initial 

Address: ____________________________________________________________________ 
 
__________________________________________________________________________________________________________ 

Last four digits of social security number: XXX-XX-___________________ 

 
Phone number: ______________Birth Date: _____________ Place of Birth: _________________ 

City, State, Country 

 

Other FIRST names I have used, if any (i.e. Nicknames, Aliases):________________________ 
(Type or Print) 

__________________________________________________________________________________________________________ 

 

Other LAST names I have used, if any (i.e. Maiden Names, Aliases):_____________________ 
(Type or Print) 

__________________________________________________________________________________________________________ 

I hereby authorize release of any information of reports of abuse, neglect or exploitation 
substantiated against me and contained in the Vermont Adult Abuse Registry and/or the Vermont 
Child Protection Registry to: 
 
______________________________________________________________ 
(Print Organization Name) 
 
_______________________________________________ _________________________ 
(Prospective) Staff, Contractor, or Volunteer Signature Date 
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National Background Screening Consent Form 

 
Applicant’s Legal Name (printed) 
________________________________________________________ 
 
Social Security Number __________________ Date of Birth _________ 
 
Applicant’s Address 
________________________________________________________ 
 
City ___________________________State _________Zip __________ 
 
I, ____________________________, authorize and give consent for the above 
named organization to obtain information regarding myself. This includes the following: 
    

 Local Criminal background records/information 

 National Criminal background records/information 

 All 50 State Sex Offender Registries 

 Full Address Trace 

 Social Security Verification 
 

Motor Vehicle Check:  Drivers License Number_______________________  
 
I the undersigned, authorize this information to be obtained either in writing or via 
telephone in connection with my application. Any person, firm or organization providing 
information or records in accordance with this authorization is released from any and all 
claims of liability for compliance. Such information will be held in confidence in 
accordance with the organization’s guidelines. 
 
By signing this document, I am providing the above named organization my consent for an 
initial background check as well as any subsequent background checks deemed necessary 
throughout the length of my employment with this organization. 
 
Print Name: 
_______________________________Date:_______________ 
 
  

Signature: _______________________________________________________________ 
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