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Introduction 

The on-campus interviews for the candidates are the next step after the “airport” interviews.  It is important 
that confidentiality continue during this process.  Although the initial phases of the screening are also part of the 
recruitment of new colleagues, the on-campus interview is a vital recruitment process.   We must remember 
that while we are determining fit of the individual, they are also determining if VCU is the place that meets their 
and their family’s needs.   

Harvard Business School experts note that 1 in 5 top candidates will turn down your offer as you reach for 
outstanding candidates (Goldberg 2009).  That means that you must be prepared to offer the candidate an 
excellent experience.  

Candidate experiences during the process can impact their decisions both positively and negatively.  These 
experiences can be both formal interviews as well as conversations between interviews, activities and 
interactions they see (or hear), and the way they are treated and cared for during the visit.  Everyone wants to 
feel welcome and comfortable where they may be choosing to work.  To help with these experiences, this 
manual will help provide ideas and practices to help provide “concierge level” care before, during and after their 
visit.   

Please contact the Office of Faculty Affairs with any questions or if we can be of assistance with your recruiting.  

 

 

1. Initiating a Candidate Visit 

Everyone who interacts with a candidate is a contributor to the recruitment process.  How we interact with 
them throughout the recruitment process sets the stage for candidates to be excited about VCU and 
department opportunities.  The visit also helps answer questions to determine if a candidate is qualified and a 
good fit.  We want to be inviting and informative while also evaluating their visit.  

Early in the process it may be helpful to determine key people that need to interview candidates for the 
position.  While, the interview schedules do not need to be identical there will be key individuals that need to be 
on each person’s schedule.  The committee chair should work with the hiring authority to plan the list.  
Determining this list and planning tentative dates for interviews can help move the process forward.   

Once the search committee has determined which of the applicants will be interviewed, an invitation should be 
extended by the search committee chair.  If a search firm is involved they can also help with the invitation.  
There will normally be several candidates visiting for each position and planning the many appointments and 
logistics is time consuming and can be a puzzle.  In most searches the committee now relies heavily on support 
staff to take care of all the details to put together a successful campus visit.    

The starting point is scheduling the dates of the visit.  The hiring department can offer possible dates to 
candidates depending upon availability of the hiring officials and required interviewers for the position.  If 
possible, secure holds on the calendars of the required interviewers until acceptance from the candidates is 
received.  Then confirm with each required interviewer and begin filling the rest of the daily schedules.  Once 
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the dates for the visit are confirmed the two main tasks fall under dealing directly with the candidate(s) and 
filling the itinerary.  The two task areas will require simultaneous attention. 

 

2.  Communicating with Candidates 

Staff to the search committee will need to get personal travel information from candidates in order to make 
reservations.  Personal information required to complete the Non-Employee Reimbursement form from VCU 
Procurement Services includes: full legal name, home address, and social security number.  Processing air or rail 
tickets additionally requires cell number and email used while traveling.  

You can also request preferred times for travel as well as preferred airports/rail stations.  As soon as travel and 
lodging confirmations are received, send them to the candidate.  As the details start to mount up you may want 
to use a simple spreadsheet to check off accomplishments.  

NOTE: Make sure you handle confidential social security numbers and dates of birth in separate emails or simply 
phone calls to ensure safe handling.   

• Appendix A – Non-Employee Reimbursement Set-up 
• Appendix B – Planning Checklist for Candidate Visits 

 
Travel for candidates as guests of VCU must be in accordance with VCU policy.  This can be found on the 
Procurement website.  https://procurement.vcu.edu/   Click on “I Want To” and select the Travel icon.  From 
there you can click on University Guidelines, if you have questions, or go directly to Chrome River or 
Christopherson Online Booking Tool. 

Pre-Approval authorizations must first be processed in Chrome River.   

Travel by air and rail must be processed through Christopherson Travel. 

3.  Information Packet 

Prior to the visit, candidates will want to know more about VCU, VCU Health, Richmond and the surrounding 
area.  Departments are strongly encouraged to provide candidates with an information packet containing 
information on the department, school, university and community.  The packet might also include department 
faculty profiles, academic planning documents, the Dean’s letter, 12th & Marshall magazine, and campus maps.  
Remember to provide the same information to all candidates.  You may also wish to share websites with 
candidates so they have a better understanding of the setting before they arrive. 

• Appendix C – VCU and Richmond Web links 
 

4. Planning the Itineraries 

The list of interviewers that candidates will meet with on their visits should be compiled by the search 
committee and recommended to the hiring authority.  As much as is possible, each visit should attempt to be 
consistent, so that all candidates will be reviewed under the same conditions.  The schedule should balance the 
needs of the institution in meeting the candidate and the candidate’s personal interests which will make them 
see themselves working here.  Be sure to schedule in a few moments of personal time during the day.  Also, be 

https://procurement.vcu.edu/
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sure to schedule time for travel between appointments so that the candidates do not feel rushed or concerned 
that they are late.   

Fill the time slots first with the principals and then complete with faculty members, presentations and tours.  As 
much as availability allows, itineraries for candidates for the same position should have the same interviewers 
and length of time for sessions.  If time permits, candidate requests may be accommodated. 

• Appendix D – Itinerary Planning Grid 
 

If a candidate is expected to give a presentation during the visit, provide a detailed description of the kind and 
length of presentation expected by the department: should it focus upon dissertation, new research, teaching 
vision, or a combination of all three? Also indicate the length of presentation desired and inform the candidate 
to expect questions. Be sure to schedule time in the schedule for the candidate to arrive early enough to the 
presentation to assure any AV is working and that they are comfortable with the podium and room.  It is 
important that you invite and assure that people will be present and on time for the presentation. 

While planning the itinerary be sure to consider mealtimes.  Will there be breakfast, lunch, and dinner 
meetings?  The day of arrival be sure to consider meals that day/night. Depending on the time of day, the 
individual who picks them up from the airport or train may join them for dinner before delivering them to their 
hotel.   The breakfast meeting may be with an interviewer who may also pick them up from the hotel and bring 
them to the campus. If they are leaving that day be sure to consider bringing their luggage with you.   

The day of the visit be sure to have a person(s) scheduled to be a host/hostess and escort them between 
locations.  This person can be a member of the search committee, a department member or a staff person.  
Although the primary reason for this person is logistics and hospitality, they can also provide important feedback 
on the candidate’s interactions when not in a formal interview setting.  The itinerary should include the name, 
phone number of this escort as well as all individuals picking up or dropping off the candidate at the airport or 
train.  The host/hostess can also provide cues to interviewers that it is time to wrap up which will help keep the 
schedule running smoothly.  The search committee chair and staff member should be available throughout the 
day for last minute issues with the schedule.   

The second round of on-campus interviews may include spouse/significant other.  If they do accompany the 
candidate, it is important to assure they also are welcomed. Discuss with the candidate what type of itinerary, if 
any, the spouse/significant other would like. This itinerary could include a Richmond tour as well as meetings, 
either on campus or off, with individuals that would show the spouse/significant other how their personal 
interests or family interests could be met in Richmond.  This might address such things as schools, sports 
activities, community events or special needs.  Attention to this can be very helpful to the recruitment. If the 
spouse/significant other is a potential dual hire, be sure to reach out to the other area to both begin talking as 
well as setting up potential meetings/itinerary for that area.  VCU and SOM policies must be followed for the 
spouse/significant other as well as the candidate.    

5. Itinerary Templates 

SOM guidelines as of fall 2017 request that we create a highly professional appearance for the actual printed 
itinerary to be used for departmental recruitment interviews.  They should include: 

o Interviewee name, title and cell phone # 
o Name and cell phone # of departmental lead/contact person 
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o Pictures of all who will be meeting the candidates (interviewers, escorts, drivers) 
o Names, titles, positions and departments of all interviewers 
o Email addresses for all 
o Contact # or Administrative Contact Name and # for interviewers 
o Meeting times and locations 
o Hotel and transportation contact information 

 
The goal is to put our best foot forward in introducing potential employees to our personnel, to our 
departments and to our campus, as well as including pertinent information all in one place.  Recognizing that 
finding all this detailed information is time consuming, we have developed a few templates that will get you 
started. 
 
NOTE:  Verify all information.  People, positions, and contact information are constantly changing.  

• Appendix E – Template with Overall Format 
• Appendix F – Template with SOM Deans 
• Appendix G – Template with Basic Science Chairs 
• Appendix H – Template with Clinical Chairs 

 
On the department level, you can build your department template and have it on hand as a resource ready to 
cut and paste when needed for specific searches.  
 
Plan to distribute the itinerary to both candidates and interviewers at least a week in advance.  This is a good 
time to provide the information packet to the candidate. Interviewers need also need to be provided with the 
position description, cover, letter, CV, and interview evaluation form. 

6. Lodging 
In most cases, you will be making hotel reservations for the applicants.  This must be done in accordance with 
VCU and state policy.  Remember that use of P-card rules apply also.  Candidates may make their own 
reservations for reimbursement later, but still must abide by these policies.  Visit the link below to learn about 
lodging. 
https://procurement.vcu.edu/i-want-to/travel/learn-about-lodging/  
 
A few hotels are listed on this website.  
“The University has negotiated preferred rates at the following hotel properties. Each as agreed to offer per diem 
lodging rates upon availability. If per diem rates are unavailable, they have each offered a discounted rate as 
well. VCU departments are not required to utilize these properties, but are encouraged to do so.” 
 
There are certainly more hotels in or near downtown that can be used.  Contact them individually to find out if 
they offer the “state rate” for the dates that you need them.   
 
Lodging limits must follow the CONUS and OCONUS rate tables. 
https://www.gsa.gov/travel/plan-book/per-diem-rates  
 
The current rate is $139 for Richmond.  Rates generally change at least annually, but also may fluctuate by 
month.  Check rates before you make reservations. 
 
 

https://procurement.vcu.edu/i-want-to/travel/learn-about-lodging/
https://www.gsa.gov/travel/plan-book/per-diem-rates
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7. Travel and Transportation  
Candidates must follow VCU Travel Guidelines and Procedures.   
 
“VCU will reimburse individuals traveling on official University business for reasonable and necessary expenses 
incurred. Travel expense accounts are open to the public and must be able to sustain the test of public review. 
When planning and paying for travel, economy, prudence and necessity are of primary concern. The use of State 
funds to accommodate personal comfort, convenience, and taste is not permitted. VCU assumes no obligation 
to reimburse for expenses that are not in compliance with this policy.”  
 
“Travel routing, whether by public transportation, privately-owned vehicle, State-owned vehicle or for-hire 
conveyance, shall be the most direct, practicable route.” 
 
See the complete travel guidelines at the link below. 
https://procurement.vcu.edu/media/procurement/pdf/document-library/TravelGuidelinesandProcedures.pdf       

 

8. Meal Considerations 
During a visit, candidate’s meals may fall into three major categories:  
 Eating on their own during transit or at the hotel  

In this case candidates should pay for the meals themselves, keep the receipts and turn in at the 
conclusion of the trip for reimbursement.  Candidate meals may not be placed on hotel bills for which a 
VCU P-card is used. 
 

 Having a meal during the day with interviewers on campus 
In this case, an employee P-card is used or invoiced.   
REMEMBER: Catering and prepared meals are TAX EXEMPT when paid for with a P-card. 
  

 Eating at a local restaurant while hosted by search committee members or interviewers. 
In this case, a faculty member will host the meal and charges for all diners are placed on one receipt for 
reimbursement.  SOM guidelines for reimbursement must be observed.  This includes limits on alcohol 
charges. 
 

• Appendix I – SOM Policy on Reimbursements 
 

Check the CONUS & OCONUS Per Diem Rates for current amounts.  
https://www.gsa.gov/portal/content/104877 

March of 2018 the daily rate is $64.  This breaks down to:  

M&IE Total  
Continental  
Breakfast/  
Breakfast  

Lunch  Dinner  Incidental  
Expenses  

First & Last Day of 
Travel  

$64  $15  $16  $28  $5  $48.00  
 

When choosing restaurants, keep these reimbursement rates in mind.  Additionally keep in mind the suitability 
of the location for conducting a business dinner.  While some restaurants may have great food and reasonable 

https://procurement.vcu.edu/media/procurement/pdf/document-library/TravelGuidelinesandProcedures.pdf
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prices, sometimes the layout or acoustics do not lend themselves to business conversation.  The size of the 
dinner group should also be considered.  It too should be conducive to conversation for all present to participate 
in the conversation.  This would suggest that four might be a good number for talking around a table, or perhaps 
a maximum of six, including the candidate.  If a spouse/significant other has accompanied the individual, then it 
would be good to include a spouse/significant other of the interviewer host as well.  

9. Overall “Concierge” Service  

The Dean would like the search committee to take an active role in providing consistency throughout 
the recruitment process.  The search committee members may be among the first individuals that 
candidates meet and, if they come to work with us, the search committee members often become the 
friendly face and support as they start work.  It is requested that search committee members make 
themselves available during the on campus interviews to spend some one on one time with 
candidates.  Search committee members can help provide continuity by assisting with transporting 
candidates to/from the airport, hotel, and campus.  They may also dine with candidates and assist with 
escorting around campus or conducting tours. 

Consider how you would want to be treated if visiting a new place for external candidates, or a look 
from a new perspective for internal candidates.  While the best laid plans have hiccups, having a 
professional, well thought out visit will help make this part of recruiting a success.  

As you visit with the individual and get to know them, think about what will make VCU attractive to 
them.  What interests, needs (schools, facilities, programs etc.) will need to be filled to successfully 
recruit the candidate?  Providing a list of items the hiring authority can use of reasons we are the best 
for them can help with the negotiations.   If we can’t see how this is a good fit, they likely will not be 
able to either.   

At the end of the visit provide some timeline for next steps.  If there may be a delay, for instance they 
are the first on campus visit of several candidates, be sure to let them know what the plan is and when 
they can expect to hear from you.  If they are still a viable candidate for the position, a follow up phone 
call from the committee chair (and/or search firm) can be helpful to reassure them during a waiting 
period.  It is important that the process move forward so that top candidates are not lost to other 
institutions while we move through the process.  

Recruiting top candidates is a team effort and everyone makes a difference in recruiting our future 
colleagues.  Your hard work is much appreciated. 

THANK YOU! 
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Appendix A – Non-Employee Reimbursement Set-up 
 
This form replaces the Guest Reimbursement Form.  It is found on the Procurement website. 
 
 
https://procurement.vcu.edu/media/procurement/pdf/document-
library/Non_Employee_Reimbursement_Set_Up.pdf  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://procurement.vcu.edu/media/procurement/pdf/document-library/Non_Employee_Reimbursement_Set_Up.pdf
https://procurement.vcu.edu/media/procurement/pdf/document-library/Non_Employee_Reimbursement_Set_Up.pdf
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Appendix B - 

PLANNING CHECKLIST for Candidate Visits 
 

  
Candidate 
/ Dates 

Candidate 
/ Dates 

Candidate 
/ Dates 

Candidate 
/ Dates 

Full Name         
Cell #         
Email         
DOB         
SS #         
Guest Authorization Form         
V #         
Pre-Approval         
Chrome River #         
Start building Itinerary         
Airline/Train Reservations         
Hotel Reservations         
Hotel Shuttle Reservations         
Taxi / Driver Reservations         
Dinner Reservations         
Meeting Room Reservations         
Breakfast Catering ordered         
Lunch Catering ordered         
Dinner Confirmations sent         
Type up Itinerary         
Itinerary sent to candidate         
Itineraries sent to interviewers         
Take dry run of itinerary         
Evaluations returned & tallied         

      

 

 

 

 

 

 

 



SOM Recruiting On Campus Visit Information May 2018 
Office of Faculty Affairs 
 

Appendix C – VCU and Richmond Web links 

 

https://www.vcujobs.com  

 

 

 

 

  

 

https://www.vcujobs.com/
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www.vcu.edu 

http://bulletin.vcu.edu/about/ 

https://www.vcu.edu/about/    

• Life at VCU in RVA 
https://www.vcu.edu/life-at-vcu/all-about-richmond/  

• Office of the Provost 
 Working at VCU  

https://provost.vcu.edu/faculty-affairs/prospective-faculty/working-at-vcu/ 

 

  

• Careers 
 Working Here 

www.vcuhealth.org 

https://www.vcuhealth.org/explore-vcu-health/careers/working-here/working-here   

 

 

www.richmond.com/ 

http://www.richmond.com/discover-richmond/here-are-dozens-of-great-ways-to-spend-time-
in/collection_4bd007f3-31a5-5951-83a4-5c01982468dc.html 

http://www.richmond.com/entertainment/richmond-makes-forbes-com-s-coolest-u-s-cities-
to/article_1e22fc1a-ea4c-50cf-9539-846e89dff72b.html#tncms-source=article-nav-next 

http://www.richmond.com/news/local/city-of-richmond/a-list-of-the-nearly-accolades-for-the-richmond-
region/article_0dc5a214-471e-58ed-bd2c-cee7461d06f2.html 

 

    The Free Encyclopedia 

https://en.wikipedia.org/wiki/VCU_Medical_Center  

http://www.vcu.edu/
https://www.vcu.edu/about/
https://www.vcu.edu/life-at-vcu/all-about-richmond/
https://provost.vcu.edu/faculty-affairs/prospective-faculty/working-at-vcu/
http://www.vcuhealth.org/
https://www.vcuhealth.org/explore-vcu-health/careers/working-here/working-here
http://www.richmond.com/
http://www.richmond.com/discover-richmond/here-are-dozens-of-great-ways-to-spend-time-in/collection_4bd007f3-31a5-5951-83a4-5c01982468dc.html
http://www.richmond.com/discover-richmond/here-are-dozens-of-great-ways-to-spend-time-in/collection_4bd007f3-31a5-5951-83a4-5c01982468dc.html
http://www.richmond.com/entertainment/richmond-makes-forbes-com-s-coolest-u-s-cities-to/article_1e22fc1a-ea4c-50cf-9539-846e89dff72b.html#tncms-source=article-nav-next
http://www.richmond.com/entertainment/richmond-makes-forbes-com-s-coolest-u-s-cities-to/article_1e22fc1a-ea4c-50cf-9539-846e89dff72b.html#tncms-source=article-nav-next
http://www.richmond.com/news/local/city-of-richmond/a-list-of-the-nearly-accolades-for-the-richmond-region/article_0dc5a214-471e-58ed-bd2c-cee7461d06f2.html
http://www.richmond.com/news/local/city-of-richmond/a-list-of-the-nearly-accolades-for-the-richmond-region/article_0dc5a214-471e-58ed-bd2c-cee7461d06f2.html
https://en.wikipedia.org/wiki/VCU_Medical_Center
https://en.wikipedia.org/wiki/File:Wikipedia_wordmark.svg
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Cost of living comparison:   http://www.bestplaces.net/cost-of-living/  

City comparison:   http://www.bestplaces.net/compare-cities/  

School comparison:   http://www.bestplaces.net/schools/  

Climate comparison:   http://www.bestplaces.net/climate/  

City rankings:   http://www.bestplaces.net/docs/studies/ 

 

Richmond Visitors Bureau: 

www.visitrichmondva.com 

Richmond Parks & Recreation: 

www.richmondgov.com/parks/index.aspx 

Trails: 

www.virginiacapitaltrail.org 

Historic Landmarks: 

https://www.visitrichmondva.com/things-to-do/attractions-museums/historic-sites/ 

Housing: 

https://www.apartmentguide.com/neighborhoods/Virginia/Richmond/Downtown/ 

Dining: 

https://www.visitrichmondva.com/restaurants/ 

Shopping: 

https://www.visitrichmondva.com/things-to-do/shop/ 

Surrounding Counties: 

 Henrico County   www.henrico.us 

 Chesterfield County www.chesterfield.gov 

 Hanover County www.hanovercounty.gov 

Best of Richmond 

 RichmondMagazine.com

http://www.bestplaces.net/cost-of-living/
http://www.bestplaces.net/compare-cities/
http://www.bestplaces.net/schools/
http://www.bestplaces.net/climate/
http://www.bestplaces.net/docs/studies/
http://www.visitrichmondva.com/
http://www.richmondgov.com/parks/index.aspx
http://www.virginiacapitaltrail.org/
https://www.visitrichmondva.com/things-to-do/attractions-museums/historic-sites/
https://www.apartmentguide.com/neighborhoods/Virginia/Richmond/Downtown/
https://www.visitrichmondva.com/restaurants/
https://www.visitrichmondva.com/things-to-do/shop/
http://www.henrico.us/
http://www.chesterfield.gov/
http://www.hanovercounty.gov/
http://richmondmagazine.com/best-of-richmond


SOM Recruiting On Campus Visit Information May 2018 
Office of Faculty Affairs 
 

Appendix D –  

Itinerary Planning Grid 

  Candidate Name     
Interviewers, 
Tours, Requests 

D 1 
Time 
avail. 

D2 
Time 
avail. 

  DAY, Month #   DAY, Month #       
7:00   7:00         
7:30   7:30         
8:00 

  
8:00 

  
      

8:30 8:30       
9:00 

  
9:00 

  
      

9:30 9:30       
10:00 

  
10:00 

  

      
10:30 10:30       
11:00 

  
11:00 

  
      

11:30 11:30       
12:00 

  
12:00 

  
      

12:30 12:30       
1:00 

  
1:00 

  
      

1:30 1:30       
2:00 

  
2:00 

  
      

2:30 2:30       
3:00 

  
3:00 

  
      

3:30 3:30       
4:00   4:00 

  
      

4:30   4:30       
5:00   5:00         
5:30   5:30         
6:00 

  

6:00 

  

      
6:30 6:30 Not Available     
7:00 7:00       
7:30 7:30       
8:00 8:00       
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Appendix E – Template with Overall Format 

 

Candidate for ______________________________ 
 

  
Name, Degrees 

Title 
Title 

Department 
School 

City, State 
Cell Phone: (xxx) xxx-xxxx; E-mail: xxxxxxxxx@xxxxxxxxxxxxx  

   
Month Dates, Year 

   
Day, Month Date, Year   
      

Arrive x:xx  
a/pm 

Airline/Train       
#### 

Welcome to Richmond!  Your hotel: ______________________, Street Address, 
Richmond, VA zipcode.     (xxx)xxx-xxxx 

Search committee member First Last Name awaits your call in cell 
phone lot to take you to the hotel.      

PICTURE 

Name, Degree 
RIC Airport Title, Department 

Contact #:(xxx) xxx-xxx OR Administrative Contact: FirstLast (804) xxx-xx 
3:00 PM Meet _______________ at the hotel front desk .   
3:00-4:00 pm Name, Degree 

HOTEL 

 

Title, Department 
email address 

 Administrative Contact: FirstLast (804) xxx-xxxx 
(Insert lines for Page Break as needed) 

 
Day, Month Date, Year   
      

7:15:00 AM 
Travel to Sanger Hall, 1101 E Marshall St with hotel shuttle.  Meet 
FirstLast Name .   

mailto:peter.buckley@vcuhealth.org
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PICTURE 

Name, Degree 

Sanger Hall    
front steps 

Title, Department 
email address 
Contact #:(xxx) xxx-xxx OR Administrative Contact: FirstLast (804) 828-
5100 

7:30-8:45 am Continental Breakfast with ________________ Faculty 
Sanger, xxxx  See attached _________________ Faculty pages 

   
8:45-9:30 am Name, Degree 

Main 2-300 

PICTURE 

Title, Department 
email address 
Contact #:(xxx) xxx-xxx OR Administrative Contact: FirstLast (804) 828-
5100 
   

9:30 AM Meet xxxxxxx at front entrance of MMEC on 12th St to drive to_______ 

PICTURE 

Name, Degree 
MMEC 12th St 

entrance 
Title, Department 
Title, Department 
Contact #: (804) xxx-xxxx 

10:00-10:50 am Tour: VCU____________ 

N.O.W. 
entrance 

PICTURE 

Name, Degree 
Title, Department 
email address 
Administrative Contact: First LastName (804) xxx-xxxx 

11:00 am-11:50 Name, Degree 

N.O.W.  

PICTURE 

Title, Department 
email address 
Contact #: (804) 828-xxxx 
Administrative Contact: First LastName (804) xxx-xxxx 

12:00-1:00 pm Travel to MCV Campus with xxxxxxx followed by lunch   
1:00-1:50 pm Name, Degree 

MMEC, Ste 4-
100 

PICTURE 

Title, Department 
Title, Department 
email address 
Administrative Contact: First LastName (804) xxx-xxxx 

2:00-2:50 pm Name, Degree 

MMEC, Ste 4-
100 

PICTURE 

Title, Department 
Title, Department 
email address 
Administrative Contact: First LastName (804) xxx-xxxx 
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3:00-3:45 pm Name, Degree MMEC, Ste 4-
100 

PICTURE 

Title, Department 
email address 
Contact #: (804) xxx-xxxx 
  

3:45-4:30 pm Name, Degree 

MMEC, Ste 4-
100 

PICTURE 

Title, Department 
Title, Department 
email address 
Administrative Contact: First LastName (804) xxx-xxxx 

4:30-5:15 pm Name, Degree 

MMEC, Ste 4-
100 

PICTURE 

Title, Department 
Title, Department 
email address 
Administrative Contact: First LastName (804) xxx-xxxx 

5:15 PM Depart for airport with First Name Last Name (search committee member) 

PICTURE 

Name, Degree 
MMEC           

lower door on 
Marshall St 

Title, Department 
email address 
Contact #: (804) xxx-xxxx 

7:05 PM XXXXX Flight xxxxxxx Departs   
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Appendix F – Template with SOM Deans 

 

  Peter K. Buckley, MD 

  
 

 
 

Dean, School of Medicine; Executive Vice President for Medical Affairs, 
VCUHS  
peter.buckley@vcuhealth.org 

Administrative Contact: Karen Olinger (804) 828-5100 
 

 
 

Elizabeth (Betsy) B.D. Ripley, MD, MS, RAC 
Interim Senior Associate Dean for Faculty Affairs 

  elizabeth.ripley@vcuhealth.org 

Administrative Contact: Jean Baumgartner (804) 628-2353 
 

 
 

Darrell A. Griffith 

  Sr Assoc Dean for Finance & Administration, and Exec Director MCVP 
darrell.griffith@vcuhealth.org 

Administrative Contact:  Brenda Thomason (804) 828-9794 
  Michael S. Donnenberg, MD    
 

 
 

Senior Associate Dean for Research and Research Training;  

Director, MD/PhD Program; Professor, Internal Medicine  

michael.donnenberg@vcuhealth.org 

 

Administrative Contact: Sandra Sorrell (804) 828-0673   

  
 

Tom Yackel, MD, MPH, MS  

 

Senior Associate Dean for Clinical Affairs; President MCV Physicians; 
Professor, Internal Medicine  
tom.yackel@vcuhealth.org 

Administrative Contact:  Lisa Hassmer (804) 628-6015 

 

 
 

Susan R.  DiGiovanni, MD 

 
Senior Associate Dean for Medical Education and Student Affairs; 
Professor Internal Medicine 
susan.digiovanni@vcuhealth.org 

Administrative Contact: Heather Davison (804) 828-9791 

 
 

Sally Santen, MD, PhD 

  
Senior Associate Dean for Evaluation, Assessment & Scholarship of  
Learning; Professor, Emergency Medicine 
sally.santen@vcuhealth.org 

Administrative Contact: Meagan Rawls (804) 827-0425; Cell#(804) 219-9827 

mailto:peter.buckley@vcuhealth.org
mailto:elizabeth.ripley@vcuhealth.org
mailto:darrell.griffith@vcuhealth.org
mailto:michael.donnenberg@vcuhealth.org
mailto:tom.yackel@vcuhealth.org
mailto:susan.digiovanni@vcuhealth.org
mailto:sally.santen@vcuhealth.org
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Michelle Y. Whitehurst-Cook, MD  
   

Senior Associate Dean for Admissions 

 
   

Associate Professor, Family Medicne and Population Health    
michelle.whitehurst-cook@vcuhealth.org    
Administrative Contact:Gail Steele (804) 827-3448    

 

  
 

Brian M. Aboff, MD, MMM, FACP     
Senior Associate Dean for Graduate Medical Educationand DIO     
Professor, Internal Medicine     
brian.aboff@vcuhealth.org     
Administrative Contact #: Arika Taylor (804) 828-9783      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:michelle.whitehurst-cook@vcuhealth.org
mailto:brian.aboff@vcuhealth.org
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Appendix G – Template with Basic Science Chairs 

 

 
 

John T. Povlishock, PhD 
Professor and Chair, Anatomy and Neurobiology 
john.povlishock@vcuhealth.org 

Administrative Contact: Sharon Toussaint (804) 828-9623 

 
 

Sarah Spiegel, PhD 
Professor and Chair, Biochemistry & Molecular Biology 
sarah.spiegel@vcuhealth.org 

Administrative Contact: Jodi Humpage (804) 828-0104 

 

  
 

Shumei Sun, PhD 
Professor and Chair, Biostatistics 
shumei.sun@vcuhealth.org 

Administrative Contact: Yvonne Hargrove (804) 828-9825 

 
 

Vanessa B. Sheppard, PhD 
Professor and Chair, Health Behavior and Policy 
vanessa.sheppard@vcuhealth.org 

Administrative Contact: Mary Johnson (804) 628-3443 

 
 

Paul B. Fisher, MPh, PhD 
Professor and Chair, Human and Molecular Genetics 
paul.fisher@vcuhealth.org 

Administrative Contact: Linda Downes-Piazza (804) 628-3506 

 

  
 

Dennis E. Ohman, PhD 
Professor and Chair, Microbiology and Immunology 
dennis.ohman@vcuhealth.org 

Administrative Contact: Nancy Fogg(804) 828-9729 

 
 

William L. Dewey, PhD 
Professor and Chair, Pharmacology and Toxicology 
william.dewey@vcuhealth.org 

Administrative Contact: Laura Johnson (804) 828-1661 

 

  
 

Clive M. Baumgarten, PhD 
Interim Professor and Chair, Physiology and Biophysics 
clive.baumgarten@vcuhealth.org 

Administrative Contact: Leslie Smith (804) 828-9756 
 

mailto:john.povlishock@vcuhealth.org
mailto:sarah.spiegel@vcuhealth.org
mailto:shumei.sun@vcuhealth.org
mailto:vanessa.sheppard@vcuhealth.org
mailto:paul.fisher@vcuhealth.org
mailto:dennis.ohman@vcuhealth.org
mailto:william.dewey@vcuhealth.org
mailto:clive.baumgarten@vcuhealth.org
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Appendix H – Template with Clinical Chairs 

 

 

 
 

John F. Butterworth, IV, MD 
Professor and Chair, Anesthesiology 
john.butterworth@vcuhealth.org 

Administrative Contact:  Sherrie Payne (804) 828-2207 

  

Algin B. Garrett, MD   (effective thru 6-30-18) 
Professor and Chair, Dermatology 
algin.garrett@vcuhealth.org 

Administrative Contact: Mary Cate Griffith (804) 828-4579 

 
 

Lydia J. Johnson, MD   (effective 7-1-18) 
Associate Professor and Interim Chair, Dermatology 
lydia.johnson@vcuhealth.org  

Administrative Contact: Mary Cate Griffith (804) 828-4579 
 

 
 

Joseph P. Ornato, MD, FACP, FACC, FACEP 
Professor and Chair, Emergency Medicine 
joe.ornato@vcuhealth.org 

Administrative Contact:  Ashton Pas (804) 828-5250 

 
 

Anton "Tony" J. Kuzel, MD, MHPE 
Professor and Chair, Family Medicine and Population Health 
anton.kuzel@vcuhealth.org 

Administrative Contact: Dana Rajczewski (804) 828-9626 

 
 

John E. Nestler, MD  (effective thru 6-30-18) 
Professor and Chair, Internal Medicine  
john.nestler@vcuhealth.org 

Administrative Contact: Emily Littlejohn(804) 828-5565 
 

 
 

Todd Gehr, MD   (effective 7-1-18) 
Professor and Interim Chair, Internal Medicine  
todd.gehr@vcuhealth.org 

Administrative Contact: Emily Littlejohn(804) 828-5565 

 
 

A. Gordon Smith, MD, FAAN 
Professor and Chair, Neurology 
gordon.smith@vcuhealth.org 

Administrative Contact: Jeanette Wood (804) 828-9869 

mailto:john.butterworth@vcuhealth.org
mailto:algin.garrett@vcuhealth.org
mailto:lydia.johnson@vcuhealth.org
mailto:joe.ornato@vcuhealth.org
mailto:anton.kuzel@vcuhealth.org
mailto:john.nestler@vcuhealth.org
mailto:todd.gehr@vcuhealth.org
mailto:gordon.smith@vcuhealth.org
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Alex B. Valadka, MD, FACS  

Professor and Chair, Neurosurgery  

alex.valadka@vcuhealth.org 

 

Administrative Contact: Debbie Mealue (804) 628-2208  

 
 

David P. Chelmow, MD  

Professor and Chair, Obstetrics and Gynecology  

david.chelmow@vcuhealth.org 

 

Administrative Contact: Nancy Veney (804) 828-7877  

 

  
 

William H. Benson, MD  

Professor and Chair, Opthalmology  

william.benson@vcuhealth.org 

 

Administrative Contact: Regina "Gina" Shaw (804) 828-9680  

 
 

Stephen L. Kates , MD  

Professor and Chair, Orthopaedic Surgery  

stephen.kates@vcuhealth.org 

 

Administrative Contact: Victoria "Vicki" Bendle (804) 828-1311  

 
 

Laurence J. DiNardo, MD, FACS  

Professor and Chair, Otolaryngology  

laurence.dinardo@vcuhealth.org 

 

Administrative Contact: JoAnn Hendren (804) 828-3966  

 

  
 

Charles "Chuck" V. Clevenger, MD, PhD  

Professor and Chair, Pathology  

charles.clevenger@vcuhealth.org 

 

Administrative Contact: Deidra Trabosh (804) 828-0183  

 
 

Bruce K. Rubin, M Engr, MD, MBA, FRCPC  

Professor and Chair, Pediatrics  

bruce.rubin@vcuhealth.org 

 

Administrative Contact: Nancy Bhat (804) 828-9602  

 

 
 

David X. Cifu, MD  

Professor and Chair, Physical Medicine and Rehabilitation   

david.cifu@vcuhealth.org 

 

Contact #:(804) 592-8322   Admin.Contact: Amanda Shaw(804) 828-4231  

 
 

Joel Silverman, MD  

Professor and Chair, Psychiatry  

joel.silverman@vcuhealth.org 

 

Administrative Contact:  Lisa Wead (804) 828-9156  

 

  
 

Douglas W. Arthur, MD  

Professor and Chair, Radiation Oncology  

douglas.arthur@vcuhealth.org 

 

Administrative Contact: Linda Mikkelsen (804) 828-72+A40:B7938  

  

mailto:alex.valadka@vcuhealth.org
mailto:david.chelmow@vcuhealth.org
mailto:william.benson@vcuhealth.org
mailto:stephen.kates@vcuhealth.org
mailto:laurence.dinardo@vcuhealth.org
mailto:charles.clevenger@vcuhealth.org
mailto:bruce.rubin@vcuhealth.org
mailto:david.cifu@vcuhealth.org
mailto:joel.silverman@vcuhealth.org
mailto:douglas.arthur@vcuhealth.org
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Ann S. Fulcher, MD  

Professor and Chair, Radiology  

ann.fulcher@vcuhealth.org 

 

Administrative Contact: Amanda Zoghby (804)828-6600  

 

  
 

Vigneshwar Kasirajan, MD, FACS  

Professor and Chair, Surgery  

vigneshwar.kasirajan@vcuhealth.org 

 

Administrative Contact: Nikki Meador (804) 827-1033   

mailto:ann.fulcher@vcuhealth.org
mailto:vigneshwar.kasirajan@vcuhealth.org
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Appendix I – School of Medicine Policy on Reimbursements 
      Revised May 2018 

Travel related expenses and non-travel related meal reimbursement expenses reimbursed to individuals on 
official VCU business must be reasonable, necessary and represent an efficient use of resources.  School of 
Medicine reimbursement requests, regardless of the source of funds used for reimbursement must follow the 
School of Medicine policy, with the exception of meal costs incurred as a function of SOM alumni/development 
activities. Individuals who do not plan with careful consideration to these guidelines may bear the additional 
expense personally.  Please note: Per Diem rates will be revised periodically in accordance with University rates. 
 
School of Medicine Travel and Non-Travel Related Meal Policy: 
Although the University permits reimbursement of meals above 150% of the per diem rate with approval by the 
Chair, Dean, and Vice President for Health Sciences, the Dean, School of Medicine, will not approve 
reimbursement above 150% per diem, excluding alcohol and associated tax and tip, for meals without an 
associated alumni/development business purpose.  In addition, the Dean will not approve reimbursements for 
alcohol in excess of $25/person, excluding associated tax and related tip.  

• Business meal reimbursements for spouses of faculty and senior staff candidates visiting VCU may 
only be paid for with local funds with Dean level pre-approval and accompanied by a valid business 
justification. 

• Business meal reimbursements for accompanying spouses of employees may only be paid for with 
local funds with Dean level pre-approval and accompanied by a valid business justification. 

• Business meal reimbursements will NOT be allowed for spouses while traveling on VCU business 
regardless of funding source. 

Table1:  Meal Reimbursements in Excess of Per Diem Amounts (Richmond) 

 
Per Diem 
Amounts 

150% of Per Diem 

Breakfast $15/person $22.50/person 

Lunch $16/person $24/person 

Dinner $28/person $42/person 

 

School of Medicine Lodging Policy: 
Reimbursement for lodging is limited to actual expenses incurred up to the allowable lodging rate amount, plus 
hotel taxes and surcharges. Expenses in excess of the guidelines may be reimbursed up to 200% of the lodging 
limits with proper written justification.  

Recruitment Travel 

Travel for non-employees who are being recruited for positions must follow the VCU Travel Guidelines and 
Procedures and School of Medicine policy.  Spouses who accompany recruits must also follow these guidelines 
and policies.  As per university policy, any other exceptions must be approved directly by the Dean. 
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