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Disclaimer
This staff handbook does not create any rights or benefits. The policies and information referenced in this handbook currently apply to all full- and part-time salaried Classified and University Staff employees. This will remain the case unless and until the Virginia Tech Board of Visitors approves changes to human resource policies for University Staff. The policies for Classified Staff are set forth in the State Policies and Procedures Manual administered by the Department of Human Resource Management (DHRM), which is available for review in the Human Resources Department. The official policies and benefits, some of which are discussed in this handbook, are subject to change at any time. In the event that the policies discussed in this handbook differ from the policies and procedures contained in Virginia Tech Policy Guidelines and the DHRM Human Resource Policy Manual, the DHRM manual governs for Classified Staff employees. University Human Resource policies referenced may be accessed through the Web at www.hr.vt.edu. As changes occur, updates will be made on the website version of the Virginia Tech Staff Handbook until it is feasible to publish a new printed edition. State policies may be accessed at www.dhrm.state.va.us/hrpolicy/policy.html. If you need assistance accessing online policies, or would like to request a paper copy of any policy referenced in this handbook, please contact Human Resources at 540/231-9331.

The Staff Handbook is designed to provide information about benefits, programs, and policies that apply to full-time, salaried staff employees at Virginia Tech. This handbook is not a contract, nor is it an invitation to contract. The latest revision of the Staff Employee Handbook available online supersedes all previous versions.

Virginia Tech is an equal opportunity employer, which means that the university will not discriminate against employees, students, or applicants on the basis of age, color, disability, gender, national origin, political affiliation, race, religion, sexual orientation or veteran status. This statement applies to recruitment, hiring, training, and selections for positions at higher salary grades, transfers, removals and all other conditions of employment.
Employee Resources: Quick Reference
Getting Around

· Up-to-date Campus Maps: www.vt.edu/where_we_are/maps
· Blacksburg Transit Information: www.btransit.org
· Parking Information: www.parking.vt.edu or visit Parking Services at 455 Tech Center Drive (phone: 540/231-4200)

· Carpool information: http://alternetrides.com/Home_Rides.asp
Campus Information

· VT News and Events: www.vtnews.vt.edu 

· Virginia Tech A-Z Index: www.vt.edu/az_index
· Find People and Contact Information: http://search.vt.edu/people.jsp
· Campus Dining Centers: www.studentprograms.vt.edu/dining
Things You’ll Need

· VT Identification: www.hokiepassport.vt.edu or visit the Hokie Passport Office at 100 Student Services Building (phone: 540/231-5121)

· Systems Access: 

· To generate your PID: https://my.vt.edu/mdsAuth/start.html
· Technical assistance: email 4help@vt.edu, call 540/231-4357, or www.computing.vt.edu/help_and_tutorials/4help
· For other access, talk to your Departmental Network Liaison

· Your first paycheck can be picked up at the Bursar’s Office: 150 Student Services Building. You can call 540/231-6277 with any questions or access www.bursar.vt.edu
Electronic versions of the policies referenced in this handbook can be accessed via the Internet. If you need computer or Internet access, you may use any Employee Connect computer on campus to view these policies. Additionally, you may request information about the policies or paper copies from your supervisor, departmental Office Administrator, or the Human Resources Department. 

· For a complete listing of all policies in effect at Virginia Tech, visit www.policies.vt.edu. 

· For a complete listing of all policies affecting staff employees of the Commonwealth of Virginia, visit www.dhrm.state.va.us/hrpolicy/policy.html.
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Dear Virginia Tech Staff Member:

If you are reading this handbook for the first time as a new employee to Virginia Tech, I welcome you and hope your contributions to this university will continue for years to come and that you will grow professionally as well as personally during your employment here. If you are a current employee, my hope is that your good work and commitment to Virginia Tech are a source of pride to you. I’m sure that you will want to continue to develop and share your talents with our university community so that we can effectively serve our students, faculty, and staff.

Virginia Tech is a good place to work. We are an equal opportunity employer committed to the fair treatment of our valued personnel. Our commitment to diversity and inclusiveness is affirmed in the Virginia Tech Principles of Community. We have implemented a smoke-free environment and strongly enforce a drug-free environment. We support and work toward a clean environment. We view harassment of all types very seriously and make every effort to address it directly and immediately. We endeavor to provide the latest technology to improve efficiency and effectiveness. We believe in job-related education/training and we financially support employees in their career development through educational opportunities such as tuition waiver and tuition reimbursement programs. We also support staff participation in the governance system, which enables you to have a voice in issues that affect the Virginia Tech community.

The employee handbook provides basic policies and procedures applying to you as a Virginia Tech employee. It can serve as a guide to help you understand working conditions, compensation, benefits and your rights and responsibilities. If you have any questions about this handbook, I urge you to contact the Human Resources Department for clarification and assistance.

Thank you for your valued contribution.  

Sincerely,

Charles W. Steger

President


Statement of Mission and Purpose
Virginia Polytechnic Institute and State University is a public land-grant university serving the Commonwealth of Virginia, the nation, and the world community. The discovery and dissemination of new knowledge are central to its mission. Through its focus on teaching and learning, research, and outreach, the university creates, conveys, and applies knowledge to expand personal growth and opportunity, advance social and community development, foster economic competitiveness, and improve the quality of life.
The full text of Virginia Tech’s Mission Statement and Vision is available on the President’s website at www.president.vt.edu/mission.php. 
About Virginia Tech
Founded in 1872 as a land-grant college named Virginia Agricultural and Mechanical College, Virginia Tech is now a comprehensive, innovative research university with the largest number of degree offerings in Virginia, more than 100 campus buildings, a 2,600-acre main campus, off-campus educational facilities in six regions, a study-abroad site in Switzerland, and a 1,700-acre agriculture research farm near the main campus. The campus proper is located in Montgomery County, 38 miles southwest of Roanoke, in the New River Valley. Through a combination of its three missions of teaching and learning, research and discovery, and outreach and engagement, Virginia Tech continually strives to accomplish the charge of its motto: Ut Prosim (That I May Serve).
Enrollment
Virginia Tech has 26,370 students on-campus, and an additional 2,099 students enrolled at off-campus locations; 83.2 percent are undergraduate students; 16.8 percent are graduate students; 58.1 percent are male; 41.9 percent are female.

Admissions
Virginia Tech received 19,046 applications for the fall 2006 freshman class. Approximately 23 percent of the class was filled by early decision candidates. The typical fall 2006 freshman had a high school grade point average of 3.80, with a middle range of 3.54 to 4.01. The average cumulative SAT reasoning test score was 1231, with a middle range of 1130 to 1330.
Faculty and Staff

Virginia Tech currently employs approximately 2,519 full- and part-time faculty members, and 3,293 full- and part-time staff on-campus. There are an additional 470 faculty members and 474 staff employees working at off-campus locations.

Alumni

There are more than 190,000 living Virginia Tech alumni, from every state and more than 100 countries.

Board of Visitors
A board of visitors oversees Virginia Tech’s operations, made up of 13 members appointed by the governor of Virginia, and headed by a rector.

Instruction
The university offers bachelor's degree programs through its seven undergraduate academic colleges: Agriculture and Life Sciences, Architecture and Urban Studies, Engineering, Liberal Arts and Human Sciences, Natural Resources, Pamplin College of Business, and Science. On the postgraduate level, the university offers master's and doctoral degree programs through the Graduate School and a professional degree from the Virginia-Maryland Regional College of Veterinary Medicine.
Research
The university generated $290 million for research programs in fiscal year 2005. Each year, Virginia Tech receives significant external support for research, instruction, Extension, and public service projects. In the most recent fiscal year (2005-06), the university received 2,122 awards to conduct research. Support for these projects originates from an ever-expanding base of sponsors. Today, nearly 775 sponsors fund more than 3,500 active projects. Researchers pursue new discoveries in agriculture, biotechnology, information and communication technology, transportation, energy management (including leadership in fuel-cell technology and power electronics), and a wide range of other engineering, scientific, social science, and creative fields. This research led to 87 disclosures, 17 patents, and 20 licenses in calendar year 2005.
The Virginia Tech Corporate Research Center offers opportunities for businesses to establish close working relationships with the university and nurtures entrepreneurs with new inventions and developments. Located on 120 acres adjacent to the main campus, the center consists of 21 buildings housing more than 130 companies with approximately 1,900 employees.

Outreach and International Affairs
Outreach and International Affairs, which spearheads the university's outreach mission, encompasses a number of university-wide programs. These programs include the Center for European Studies and Architecture in Switzerland; Commonwealth Campus Centers in Southwest Virginia, Hampton Roads, Richmond, and Roanoke; the Office of Economic Development; the Office of International Research, Education, and Development, including Education Abroad and applied research programs in developing countries; Outreach Fellows; Southside Outreach Programs, including the Institute for Advanced Learning and Research in Danville and Reynolds Homestead in Patrick County; and Outreach Program Development, including the Center for Organizational and Technological Advancement, Continuing and Professional Education, English Language Institute, The Hotel Roanoke & Conference Center, Outreach Program Services, Service-Learning Center, The Inn at Virginia Tech & Skelton Conference Center, and Upward Bound/Talent Search.
Off-campus Facilities
Virginia Tech has a number of facilities located across the commonwealth and one facility in Europe. These include the Marion duPont Scott Equine Medical Center in Leesburg; several locations in the Virginia Tech National Capital Region; Hampton Roads Center in Virginia Beach; Virginia Tech Roanoke Center; Virginia Tech Richmond Center; and Virginia Tech Southwest Center in Abingdon. Virginia Tech also owns and maintains the Center for European Studies and Architecture in Riva San Vitale, Switzerland, which is part of the university's study abroad program. Tech owns The Hotel Roanoke & Conference Center, which it uses for academic programs, continuing education, seminars, and conferences.
Extension
Virginia Cooperative Extension is a dynamic organization that stimulates positive personal and societal change, leading to more productive lives, families, farms, and forests, as well as a better environment. Extension responds to the needs of individuals, families, groups, and organizations with educational programs in three broad areas: agriculture and natural resources, family and consumer sciences, and 4-H youth development.
Extension, operated jointly in the commonwealth by Virginia Tech and Virginia State University, has been helping people improve their economic, cultural, and social well-being for more than 90 years. And while Extension has a long history of helping make America's agricultural powerhouse more productive and economical, it also does important work in the state's urban and rural areas — from helping expectant mothers learn healthy nutritional practices to counseling families in financial distress. With 107 city/county offices and tens of thousands of volunteers, Extension's non-formal education benefits more than 1 million participants annually. Extension has touched virtually every life in the state in some way.
Extension is a product of cooperation among local, state, and federal governments in partnership with thousands of citizens who, through local Extension Leadership Councils, help design, implement, and evaluate Cooperative Extension's needs-driven programs.
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Introduction
Welcome to Virginia Tech! We are pleased you have chosen to join us as an employee, and take pride in the quality of employees who are selected for employment with us. You have likely been selected from among a large pool of applicants for your position, and have made it successfully through a highly competitive process.
At Virginia Tech, we view our relationship with you as a partnership. As an employer, there are quite a number of programs and benefits we provide to you for doing your job. In return, there are a number of expectations we have of you as an employee in our organization. The purpose of this handbook is to outline both sides of our employment partnership, providing a reference to information you will need to know regarding what we provide and what we expect.

If you have any questions regarding what you find in this handbook, or have other questions relating to your employment here at Virginia Tech, please do not hesitate to contact the Human Resources Department at 540/231-9331, or check out the Human Resources website at www.hr.vt.edu. We hope your career here is a successful and satisfying one. Again, welcome!

About Virginia Tech Employment
Virginia Tech’s main campus is located in Blacksburg, Virginia. We also have satellite research and academic campus locations and Cooperative Extension offices throughout the state of Virginia. We employ people in a variety of types of positions, as briefly described below.

· Faculty Positions: Faculty employment is under the purview of the Virginia Tech Board of Visitors, which is responsible for establishing faculty employment policies. This category includes Teaching and Research, Administrative and Professional, and Special Research Faculty positions.

· Classified Staff Positions: Classified employment is under the purview of the Commonwealth of Virginia, and all human resource policies established or revised by the state apply to this category of employees. Classified staff are also covered by local Virginia Tech policies.
· University Staff Positions: This category of employee was created effective July 1, 2006 as a result of the Higher Education Restructuring Act. Under the purview of the Board of Visitors, Virginia Tech has the ability to determine most human resource policies for University Staff independently of state policies. These policies are subject to change.

· Wage Positions: Wage positions differ from Faculty and Staff positions in that they are not eligible for health or leave benefits, and have more limited coverage and protections in terms of state and university human resources policies.
As a state agency, Virginia Tech complies with the requirements defined for Public Agencies by the Fair Labor Standards Act (FLSA). More information on public agency requirements under the FLSA is provided online by the Department of Labor.

Higher Education Restructuring
As a result of legislation adopted by the Virginia General Assembly, Virginia Tech is one of three institutions of higher education currently undergoing a staff restructuring initiative. 

Effective July 1, 2006, the university began hiring salaried staff employees as University Staff. Therefore, we now have two groups of salaried non-faculty employees: those covered by the Virginia Personnel Act and State Human Resource policies (Classified Staff) and those covered under University Human Resource policies (University Staff). 

Current Virginia Tech salaried staff employees who were hired prior to July 1, 2006, will remain Classified Staff even if they receive transfers or promotions to other Virginia Tech Staff positions. However, when the new Human Resource systems are developed, classified employees will have the opportunity to become University Staff under the University’s Human Resource system. All new salaried staff employees, including transfers from other state agencies, hired on or after July 1, 2006, are hired as University Staff and will be covered under University Human Resource policies. 

Initially University Staff will be covered by policies very similar to the current state policies. During the transition period (approximately 12 to 24 months), employees will be offering input into the new University Human Resource policies. University Staff will be affected by changes to University Human Resource policies and benefits just as Classified Staff will be affected by changes to State Human Resource policies and benefits. Once the new University Human Resource system is in place, Classified Staff will be given the opportunity to convert to University Staff during transfers/promotions within Virginia Tech and during the university’s enrollment period (at least once every two years). 

The policies and information referenced in this handbook currently apply to all full- and part-time salaried Classified and University Staff employees. This will remain the case unless and until the university approves any changes to human resource policies for University Staff.
Principles of Community
The "Virginia Tech Principles of Community" were affirmed by the board of visitors March 14, 2005.
Virginia Tech is a public land-grant university, committed to teaching and learning, research, and outreach to the Commonwealth of Virginia, the nation, and the world community. Learning from the experiences that shape Virginia Tech as an institution, we acknowledge those aspects of our legacy that reflected bias and exclusion. Therefore, we adopt and practice the following principles as fundamental to our on-going efforts to increase access and inclusion and to create a community that nurtures learning and growth for all of its members:

· We affirm the inherent dignity and value of every person and strive to maintain a climate for work and learning based on mutual respect and understanding. 

· We affirm the right of each person to express thoughts and opinions freely. We encourage open expression within a climate of civility, sensitivity, and mutual respect. 

· We affirm the value of human diversity because it enriches our lives and the University. We acknowledge and respect our differences while affirming our common humanity. 

· We reject all forms of prejudice and discrimination, including those based on age, color, disability, gender, national origin, political affiliation, race, religion, sexual orientation, and veteran status. We take individual and collective responsibility for helping to eliminate bias and discrimination and for increasing our own understanding of these issues through education, training, and interaction with others. 

· We pledge our collective commitment to these principles in the spirit of the Virginia Tech motto of Ut Prosim (That I May Serve). 

Signed by the Rector, Board of Visitors; President of Virginia Tech; Presidents of the Faculty Senate, Staff Senate, Student Government Association, Graduate Student Assembly, and Alumni Association; Chair of Commission on Equal Opportunity and Diversity.
Accountability for abiding by the Principles of Community is provided for by a number of state and university policies and procedures.

Diversity and Multiculturalism

Virginia Tech has a strong commitment to affirming the dignity of all persons and reinforcing the value that varying perspectives and experiences bring to our campus community. Several offices in the university lead and participate in forwarding our diversity and multiculturalism initiatives:

· Office of Multicultural Affairs: www.multicultural.vt.edu, 332 Burruss Hall, 540/231-1820

· Office of Equal Opportunity: www.oeo.vt.edu, 336 Burruss Hall, 540/231-7500

· VT Women’s Center: www.womenscenter.vt.edu, 206 Washington Street, 540/231-7806

· Disability Services: www.ssd.vt.edu, 150 Henderson Hall, 540/231-3788

· Cranwell International Center: www.uusa.vt.edu/cranwell, end of Clay Street, 540/231-6527

You can find more information about our diversity and multicultural initiatives at www.diversity.vt.edu. There are also a number of organizations available for staff participation, any of which you can contact directly for more information (you can find current contact information on the Office of Multicultural Affairs website). These organizations include:

· Black Faculty and Staff Caucus
· Hispanic Faculty Staff Caucus
· Lesbian, Gay, Bisexual, and Transgender Caucus
Equal Employment Opportunity (EEO) and Affirmative Action at Virginia Tech

Virginia Tech does not discriminate against employees, students, or applicants on the basis of race, sex, disability, age, veteran status, national origin, religion, political affiliation, or sexual orientation. Virginia Tech Anti-Discrimination and Harassment Prevention Policy, Policy 1025, prohibits discrimination or harassment on any of these bases.
Harassment or Discrimination Complaints or Concerns
If you have any questions about Policy 1025, or if you believe you have been discriminated against or harassed in violation of this Policy, we encourage you to contact the Office for Equal Opportunity (OEO) at 540/231-7500 or TTY 540/231-9460 for an initial appointment. OEO can assist you in using informal approaches, or support you in filing a formal complaint. In order to file a formal complaint, you must use the OEO’s complaint form and submit the complaint within 300 days of the act alleged. For more information, call the Office for Equal Opportunity or visit its website at www.oeo.vt.edu.
As an employee, you also have access to state or federal resources such as those listed below. Complaints with these agencies must be filed within 300 days of the alleged act of discrimination or harassment.

· Equal Employment Services, Virginia Department of Human Resources Management (for classified staff only), 800/533‑1414,  www.dhrm.virginia.gov/employeerelations.html 

· Virginia Human Rights Council (available to all employees), 804/225-2292,  http://chr.vipnet.org
· Equal Employment Opportunity Commission (available to all employees),  800/634-1947, www.EEOC.gov
Virginia Tech is subject to Titles VI and VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Sections 503 and 504 of the Rehabilitation Act of 1973, the Americans with Disabilities Act of 1990, the Age Discrimination in Employment Act, the Vietnam Era Veterans' Readjustment Assistant Act of 1974, the Federal Executive Order 11246, Virginia's State Executive Order Number Two, and all other rules and regulations that are applicable.

Business Conduct Standards
Each employee makes an important contribution to the overall success of Virginia Tech by performing his or her job responsibilities in accordance with university policies and procedures. The university has business standards that provide a strong foundation of business practices to support the core missions of instruction, research, and outreach. These standards are described in the Statement of Business Conduct Standards.
As an employee, you are expected to ensure that business activities are conducted properly and in compliance with various federal and state laws. A list of all policies in effect is located on the university’s web page at www.policies.vt.edu. Many important procedures are located on the web sites of the Controller’s Office, Purchasing Office, Sponsored Programs Office, and Human Resources Office and will be updated as policies change.

Your Pay

Your salary is administered under the state’s Compensation Policy 3.05 and Performance Planning and Evaluation Policy 1.40. Salaries may be negotiated for original appointments and competitively filled positions. These policies also cover other situations such as competitive offers and in-band adjustments.

Virginia Tech seeks to provide competitive compensation for all of our positions. Each department has the opportunity to review compensation for their positions, using comparative regional and internal analyses, on an annual basis. This section provides you information regarding your pay as a Virginia Tech employee.

More detailed information on all aspects regarding the documentation and processing of your pay may be found on the Payroll Department’s website (www.co.vt.edu/accounting_operations/payroll/index.html) or you may contact Payroll directly at 540/231-5201.
Pay Schedule

Normally, you will be paid half of your monthly salary on the first of each month and half on the sixteenth. If a payday XE "payday"  falls on a weekend, the actual payday will be on the preceding Friday. If a payday falls on a state holiday, the actual payday will be the last workday immediately preceding the holiday.  
Payroll periods XE "Payroll periods"  and corresponding pay dates are defined as:

Payroll Period


Pay Date


25th - 9th of the month 

16th of the month

10th - 24th of the month 

1st of the month

Your pay will be adjusted accordingly if you only work part of a pay period.   
Paycheck Direct Deposit and Pay Stubs
We strongly encourage all employees to have their pay electronically deposited in their bank. Direct deposit forms are available from our Payroll Department, and may be completed and submitted during orientation, or at any time during your employment. Your first paycheck will be a physical check, which you will need to pick up at the Bursar’s Office in the Student Services Building (open from 8 a.m. until 5 p.m.). If you work at an off-campus location, you must supply the Bursar’s Office with a self-addressed, stamped envelope to have your first paycheck mailed to you. At the time your first check is processed, your direct deposit setup will be tested with a pre-notification to your bank, and each paycheck after that will be electronically deposited. Pay via direct deposit is available in your designated bank account on each payday.
Unless you elect to receive a paper pay stub, you will receive electronic notification of your pay stub availability, and have access to view and print your pay stubs online through HokieSpa. If you want to receive paper pay stubs, you need to complete a request form and submit it to the Payroll Office.
State-Approved Pay Increases
The Governor and the General Assembly consider pay increases for state employees on an annual basis. When approved, generally the increase is available to all staff, including probationary employees, who were hired or re-hired prior to July 25 of that year. In order to be eligible for the raise, you must be rated as “Contributor” or “Extraordinary Contributor” on your performance evaluation for the performance cycle ending October 24 of that year. If you are rated “Below Contributor” you will not be granted a salary increase. Annual increases are usually effective November 25 in the years that they are granted. State-approved pay increases may be subject to other policy or procedural guidelines as stipulated by the Governor and/or the General Assembly.
Payroll Deductions

Some of your benefits and payroll deductions are required, while others are optional. Generally, state and federal taxes, social security, and FICA Medicare are required deductions.  

Examples of optional deductions are elections you choose for health insurance, accidental death and dismemberment insurance, long-term disability insurance, flexible reimbursement accounts, savings bonds, tax deferred investments/deferred compensation, parking fees and Commonwealth of Virginia Campaign contributions.
Liens & Child Support Disclosure Requirements
Virginia Tech honors tax liens, court orders, and garnishments XE "garnishments"  in accordance with the state garnishment law and the federal Wage Garnishment Act. A garnishment or lien XE "lien"  is the result of a legal procedure requiring that part of a salary be withheld for the payment of a debt. Federal and state laws prohibit the discharge of any employee because earnings have been subjected to garnishment. 
The Virginia General Assembly enacted a law in 1993 to support the Department of Social Services in their efforts to locate working parents who are delinquent in making child support payments. Under this law, state employers are required to withhold child support payments from employees’ pay when an income withholding order exists. 

Your Benefits

Virginia Tech provides options for comprehensive benefits coverage to our salaried staff employees. This section provides you with an overview of automatic and optional benefits programs we provide for you while you are employed with us. More detailed and up-to-date information specific to all of the available benefits programs can be found at www.hr.vt.edu/benefits or by calling 540/231-9331. Benefits programs are subject to change by the state or university.
Automatic Benefit Programs

Group Life Insurance

You are automatically enrolled in the group life insurance XE "life insurance"  plan administered by the Virginia Retirement System (VRS) at no cost to you. This plan provides life insurance and accidental death and dismemberment insurance during your active employment. The amount of your life insurance coverage for death from natural causes is your annual salary rounded to the next highest thousand, then doubled.  
When you begin employment with the state, a beneficiary is named for your life insurance coverage as provided by state law. If you wish to designate a beneficiary for your life insurance other than as provided by the law above, you must complete a Designation of Beneficiary form and submit it to Human Resources.

Virginia Retirement System

You are also automatically enrolled in the state’s retirement XE "retirement"  program. The Virginia Retirement System provides monthly retirement benefits for all vested employees. In order to become vested, you must have five years of credited VRS service.  
Workers’ Compensation

If you have an accident or experience illness arising from and occurring in the course of doing your job, you may be entitled to compensation to help offset wages lost during any resultant period you may be unable to work. You should report any work-related accident to your supervisor immediately. If you need medical attention for a workplace injury or illness, you must choose a physician from the Approved Panel of Physicians; services will then be provided at no cost to you. If a panel physician is not available, you are authorized to seek emergency room treatment.  

VSDP Short-Term Disability

If you were hired on or after January 1, 1999, you are covered under the Virginia Sickness and Disability Plan (VSDP), which provides benefits for short-term disability situations. Short-term disability XE "Short-term disability"  coverage provides you income replacement of 100, 80, or 60 percent of your pay, depending on your length of service, accrued leave, and duration of the disability period. 
If you were hired before January 1, 1999, and elected to convert from the previous Standard Sick Leave plan to VSDP coverage, you are also covered under this VSDP Short-Term Disability benefit.
VSDP Long-Term Disability

If you were hired on or after January 1, 1999, you are covered under the Virginia Sickness and Disability Plan (VSDP), which provides benefits for long-term disability situations. Long-term disability XE "Long-term disability"  coverage provides income replacement of 60 percent of your pay for illness or injury lasting more than six months. Enhanced benefits are available for catastrophic illness or injury, and long-term disability benefits are also adjusted for inflation. If an injury is work-related, the disability benefits are integrated with your workers' compensation coverage. 
If you were hired before January 1, 1999, and elected to convert from the previous Standard Sick Leave plan to VSDP coverage, you are also covered under this VSDP Long-Term Disability benefit.
Optional Benefit Programs

Health Insurance

Health benefit plans are available for all full- and part-time salaried staff employees as well as for our retirees. In addition to the statewide plans available to you, health maintenance organizations are offered in certain areas of the state. The state generally modifies the coverage and premiums at the beginning of each contract year (July 1). 
The state’s health insurance XE "health insurance"  program provides medical, surgical, hospital, outpatient, prescription, mental health, major medical, expanded, and out of network coverage. You may elect single membership, dual membership (covers you and one dependent), or family membership (covers you and multiple dependents). The state contributes a portion of the monthly health insurance premium for staff with salaried appointments of at least 80 percent. The premium amount that you are responsible for will be deducted from your paycheck before taxes, reducing your taxable income.

You may choose to make plan and/or membership changes once every 12 months during our open enrollment period, generally each spring. Any changes you make to your coverage during open enrollment are effective the following July 1. A family status change (examples include: marriage, divorce, birth or adoption, spousal employment change) also allows you to make a change in membership, outside of the open enrollment period, if the request is processed within 31 days after the status change. Human Resources can answer questions regarding specific qualifying events for status changes. 
Employee Assistance Program

Through your state health care coverage, the Employee Assistance Program (EAP) offers counseling, mental health and substance abuse programs for you and your covered dependents. All inquiries and contacts you make with the EAP are completely confidential. You may self-refer to the EAP, and/or supervisors or family members may make referrals by calling the EAP at 1-877-725-0602, a 24-hour help line, or accessing their website. The Employee Relations program in Human Resources (540/231-9331) is also available to answer questions regarding or assist with referrals to the EAP.
You are granted administrative leave for your initial meeting with an EAP-referred counselor. You should charge any subsequent time required for treatment or assistance to appropriate leave balances, or to leave-without-pay if leave balances are not available and appointments cannot be scheduled outside of your regular work hours.

Optional Life Insurance

You may also purchase optional life insurance XE "optional life insurance" , which is available in addition to the automatic employer-provided group life insurance. You may purchase coverage with benefits up to four times your annual salary, to a maximum of $500,000. Family coverage options are also available at various benefit levels.

Accidental Death and Dismemberment Insurance

Accidental Death and Dismemberment Insurance XE "Accidental Death and Dismemberment Insurance"  is an optional program available to you if you are a regular salaried or restricted employee with at least a half-time appointment. You may purchase coverage in increments of $5,000, with a range of benefits form $10,000 to $250,000. Benefits are payable in addition to other insurance that may be in effect at the time of an accident.

Long-Term Disability Insurance

Optional Long-Term Disability insurance XE "Long-Term Disability insurance"  is available to you as regular salaried or restricted full-time staff. You pay all premiums for this program and enrollment may be at any time providing evidence of insurability. Rates are based on your age and salary. Benefits are available for 25, 40 or 50 percent of your monthly salary, and will be payable after the required 180-day elimination period for a disability.

Medical Reimbursement Accounts

You are eligible to enroll in the Commonwealth’s medical reimbursement account.  XE "medical reimbursement account"   This program allows you to pay certain medical care expenses with pre-tax dollars, reducing taxes and increasing available income. The minimum that you can set aside is $10 per pay period; the maximum is $5,000 per year.
Dependent Care Reimbursement Accounts

This program allows you to pay expenses for the care of your children, a disabled spouse, or other invalid dependent with pre-tax dollars. The minimum that you can set aside in this account is $10 per pay period; the maximum annual deposit depends on your tax filing status. For married employees filing separately the maximum annual deposit is $2,500, and for single head of household or married filing jointly, the maximum is $5,000 per year. You can check the current Flexible Benefits Plan Reference Guide (available in Human Resources) for more detailed information on tax status and annual maximums. 
Deferred Compensation Plan and Tax-Deferred Investments

A deferred compensation XE "deferred compensation"  plan is available to you through the Virginia Retirement System. This program allows you to set aside a portion of your income through payroll deduction into a 457(b) voluntary retirement savings plan, with all contributions and earnings free from current state and federal income taxes. With this plan, you typically defer receiving that portion of your income until retirement, when you may be in a lower tax bracket.

Tax-Deferred Investments, XE "Tax-Deferred Investments"  also known as tax shelter annuities, are also available to all university employees. These investments allow you to invest a portion of your salary in a 403(b) voluntary retirement savings investment plan, also delaying tax liabilities. A Salary-Reduction and Cash Match Agreement form must be completed to start a tax-sheltered program (for both deferred compensation and tax-deferred investments).

Cash Match Program 

A companion Cash Match XE "cash match program"  is available to you if you choose to participate in either the 403(b) tax shelter or 457(b) deferred compensation plans. Virginia Tech provides a 50 percent cash match, up to $20 per pay period, for employees contributing at least $10 per pay period. The cash match is deposited into a companion 401(a) investment account. 
Benefits Coverage upon Leaving the University

If you leave the university, you have the option to convert your group life insurance coverage and to extend your health care coverage under the Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA). If you enroll in COBRA, you XE "COBRA"  may elect to extend your health care coverage under the state Health Benefits Program for a period of up to 18 months at your own expense, without state contribution.

Absence from Work

Virginia Tech recognizes that there will be times when you will want or need to take time off from work… There will be times you will want to take time off for your own recreation and leisure, and possibly times you cannot be at work, due to either illness or emergency. We provide several types of leave for you to request to use at your discretion, as well as leave to cover unexpected absences. There are also times when the university is unable to operate under regular schedules and conditions and must close or adjust our hours. This section of the handbook provides you an overview of the various policies and procedures dealing with planned and unplanned absences from work. More detailed and specific information is always kept up to date at www.hr.vt.edu/leave or you may call 540/231-9331 with any questions.
Reporting Leave

You are responsible for accurately tracking, recording, and reporting your leave usage. Leave usage is submitted online through the Leave Entry and Reporting System, which you can access through the Human Resources website. Some departments designate a Leave Representative, responsible for entering leave data for a group of employees, while some departments rely on each individual to enter their own leave data. You should discuss the specific process in your area with your supervisor. Regardless of who enters the data, you are responsible for confirming its accuracy and signing your leave report.
Leave

The following forms of leave are defined in Leave Policies – General Provisions 4.30 by the Department of Human Resources Management. The policies establish uniform procedures for you to take time off from work. Details about levels of leave accrual, leave credit, carry over, and payout can be found at www.hr.vt.edu/leave/types/cglance. 
Annual Leave

As a full- or part-time salaried staff employee, you accrue annual leave XE "annual leave" , which can be used for vacations and other personal reasons. Your supervisor must approve your use of annual leave in advance. Leave is earned and credited to you at the end of each pay period. Anytime you are in a leave-without-pay status, you will not earn annual leave for that pay period. Unused earned annual leave is paid out to you if you separate from Virginia Tech employment (up to the maximum number of hours allowed, based on your length of service).
Sick Leave

There are two sick leave XE "sick leave"  plans covering salaried employees. If you were hired before January 1, 1999, you were able to choose either the Standard Plan or the Virginia Sickness and Disability Program. If you were hired on or after January 1, 1999, you automatically participate in the Virginia Sickness and Disability Program.

Standard Sick Leave Plan XE "standard sick leave plan"  - Optional For Employees Hired Before January 1, 1999

Employees covered under this plan accrue sick leave at the rate of five hours semi-monthly, with part-time staff accruing proportionately to the percent of their appointment. You may use sick leave XE "sick leave (standard plan)"  for personal illness or for medical related appointments that cannot be scheduled outside work hours. Your supervisor may request that you provide proof of any medical appointment requiring the use of sick leave. When possible, you should provide your supervisor advance notice of the need for sick leave, (i.e. scheduled surgery or childbirth).
Under the Standard Sick Leave Plan, you are also able to use your sick leave for illness or death of immediate family members. Family sick leave XE "Family Sick Leave" , for this purpose, may not exceed 48 hours in a calendar year. Immediate family includes spouse, parents, stepparents, children, stepchildren, siblings, stepsiblings, and any relative living with you. 

If you are absent for a period exceeding your leave balance (resulting in leave-without-pay), you will not continue earning sick leave for that pay period. You also will not continue earning sick leave during a leave of absence with pay after 90 consecutive workdays. If you have five or more years of continuous service when your state employment ends, and you are covered under the Standard Sick Leave Plan, you will be paid for 25 percent of your unused sick leave, not to exceed $5,000.
Virginia Sickness and Disability Program (VSDP XE "VSDP" )  XE "Virginia Sickness and Disability Program"  - Required for Employees Hired On or After January 1, 1999

Under the Virginia Sickness and Disability Program, you have personal sick leave available to be used throughout the calendar year for absences due to personal illness, injury, pregnancy and for doctor visits when disability benefits are not payable. You may not use sick leave during periods when short- or long-term disability benefits are paid.  

Personal sick leave will be credited to you as a new employee with the number of hours depending on your hire date. A new bank of personal sick leave hours is credited to you each year on January 10. Unused sick leave may not be carried forward from one calendar year to the next, nor will you be paid for any unused personal sick leave if you separate from Virginia Tech employment.

You may also use up to 33 percent of your credited personal sick leave for immediate family illness as provided under the Family and Medical Leave Act (FMLA). Your immediate family members include parents, either biological or an individual who stood in place of the parent and assumed parental duties and responsibilities; children, whether biological, adopted, foster child, stepchild or legal ward; and spouse as recognized under the laws of the Commonwealth.  

Under the Virginia Sickness and Disability Program, family and personal leave is used for absences due to personal and family reasons, as well as for personal illnesses or injuries, with approval of your supervisor. The amount of family and personal leave credited to you during your first year of employment is based on your hire date, with a new bank of family and personal leave then credited to you each subsequent year on January 10.
You may not carry over unused family and personal leave from one calendar year to the next, nor will you be paid for any unused family and personal leave if you separate from Virginia Tech employment.

Leave Sharing Program

Leave Sharing XE "Leave Sharing"  allows you to donate unlimited annual leave (in eight-hour increments) to other employees needing additional leave for personal illness or accident. You may also request leave sharing if you experience leave-without-pay due to a family member's illness or injury for which you are currently using approved Family Medical Leave (See Family Medical Leave Act Guidelines). 
Family and Medical Leave Act (FMLA) XE "Family and Medical Leave Act (FMLA)" 
The Family and Medical Leave Act of 1993 (FMLA) requires employers to provide up to twelve weeks (60 work days; 480 work hours) of unpaid, job-protected leave per calendar year to eligible employees for certain family and medical reasons. You are eligible for FMLA coverage if you have worked for the state in a salaried position for at least one year (or for Virginia Tech in a wage position for at least one year) and if you have worked 1,250 hours during the previous 12 consecutive months. Leave for eligible part-time employees is given proportionate to the percentage of their appointment. You may use appropriate accrued leave balances to be paid during approved FMLA leave time.
Under the FMLA provisions, Virginia Tech must grant unpaid leave to eligible employees for one or more of the following reasons:

· a serious health condition that makes the employee unable to perform their job;

· the care of the employee’s child (birth, adoption or foster care);  or

· the care of the employee’s spouse, parent, stepparent, child, or stepchild who has a serious health condition. 

Typically, conditions not appropriate for coverage under the Family and Medical Leave Act are short-term conditions for which treatment and recovery are brief.

Examples of serious health conditions, typically appropriate for Family and Medical Leave XE "Family and Medical Leave" , are heart conditions, pregnancy, childbirth, miscarriage, appendicitis, emphysema, or continuing treatment for a chronic or long-term health condition. You should contact your supervisor or Human Resources for additional information and the appropriate forms.

Compensatory Leave

Compensatory leave is paid leave granted for hours you may work on a holiday and is earned hour-for-hour. Your supervisor must approve your requests to use compensatory leave in advance. You may use compensatory leave for any purpose, but it must be used within 12 months of the date you earned it. Unused compensatory leave will be paid to you if you separate from Virginia Tech employment.
Overtime Leave 

If you are working in a position which is covered (“non-exempt”) by the Fair Labor Standards Act (FLSA), you will be compensated for overtime hours worked, either being paid or granted overtime leave for those hours at the rate of one-and-one-half times your hourly rate (for hours worked in excess of 40 in a workweek). You may accrue a maximum of 240 hours of overtime leave. After this maximum is reached, any additional overtime hours will be paid to you. Unused earned overtime leave is also paid out to you if you separate from Virginia Tech employment. See Guidelines for the Fair Labor Standards Act Policy 4320 for more information. 

Administrative Leave

Administrative leave XE "Administrative leave"  is paid time off provided to you for jury duty XE "jury duty" , to appear in court as a witness under subpoena or summons, to attempt resolution of work-related problems, to attend work-related hearings, or to serve on certain state councils, commissions, boards, or committees. You also may take a reasonable amount of administrative leave as determined by your supervisor to interview or take employment tests for other positions XE "leave to interview for positions"  in state service. Administrative leave may also be used for a first Employee Assistance Program (EAP) visit.

Military Leave

If you are a member of any reserve component of the U.S. Armed Forces or the National Guard, and are called to active or reserve duty (including training) in the military, you are granted up to 15 days of military leave XE "military leave"  with pay in each federal fiscal year (September 30 - October 1). To qualify for military leave, you must provide your supervisor with copies of your official orders or other documentation from a responsible military official. For more information on the categories of covered military service, please contact the Leave area at 540/231-9331. 
School Assistance and Volunteer Service Leave XE "Leave to assist schools and children" 
School Assistance and Volunteer Service Leave is paid leave provided to you for volunteer services within your community and schools. Each year, full time staff employees are granted 16 hours of school assistance and volunteer service, which may be used to provide hands-on service to the community or volunteer in public schools.  
Part-time staff are provided school assistance and volunteer service leave based on the proportion they work of a 40-hour week. Unused school assistance and volunteer service leave is not paid out if you separate from Virginia Tech employment. For more information about approved community service organizations, refer to DHRM Policy 4.40, School Assistance and Volunteer Service Leave.  

Leave-Without-Pay

Leave-without pay must be approved by your department head. You cannot receive leave-without-pay for more than 12 calendar months, with exceptions for the following circumstances, if approved by your department:

· extended illness or injury (not applicable for employees who are participating in the Virginia Sickness and Disability Program, effective January 1, 1999),

· active duty with the military,

· specific authorized courses of study, and

· non-state employment in an essential position shown to be of vital importance to the state or national welfare. 

You do not earn leave during pay periods when you are on leave-without-pay XE "leave without pay" . If you do not return to your position at the end of your approved leave-without-pay, it could result in the termination of your employment under the Standards of Conduct Policy.

Educational Leave with Partial Pay

You may be allowed to use educational leave XE "educational leave"  to further your education while employed by Virginia Tech. You must have authorization from your Department Head to use this type of leave. You can find more detailed information in Policy 4810: Educational Leave for Employees.
Authorized Closings

Virginia Tech may have times of authorized closing for inclement weather or an emergency situation such as a power outage. Authorized closings may occur as delayed openings XE "late openings" , early closings XE "early closings" , or full-day closings XE "full-day closings" .

Supervisor Responsibilities

Departments should have a communications plan XE "authorized closing communication plan"  for employees to follow in the event of emergency situations. Managers should anticipate the needs of essential operations, especially those of employees with alternate work schedules (i.e., shift work and weekends); develop a plan for communicating, such as a telephone tree; and share detailed instructions to ensure adequate coverage and clear communications. This is particularly important when the identification of emergency employees is contingent upon the circumstances of the closing and are, thus, subject to change.

Emergency and Non-Emergency Personnel

Emergency personnel XE "Emergency personnel"  are those employees identified by their department as required to work during authorized closings. If you are classified as emergency personnel, you will be credited with compensatory leave for hours that you work during authorized full- or partial-day closings. If you are emergency personnel and do not work during an authorized closing, you must use accrued annual, overtime, or compensatory leave for hours of the closing.

If you are not designated as emergency personnel, please do not report to work during authorized closings. You will be paid for the hours of the closing as long as you work or are on pre-approved paid leave on the workdays immediately before and after the closing.  

If, according to your regular work schedule, one of your scheduled days off falls on a day when Virginia Tech operations are closed, you will not be credited with compensatory leave and will not be paid for the hours of the closing.

Transportation Difficulties (No Authorized Closing)

If you do not report to work as scheduled when the university is open, you must charge time missed to your available leave balances. However, your supervisor may allow you up to an hour past the start of your normal shift to report to work during conditions of weather or transportation difficulties XE "transportation difficulties" . 
If you are considered emergency personnel, you should communicate with your supervisor well in advance of the inclement weather season about the roads and distance you must travel to work so that he or she is aware of potential hazards that could keep you from reaching work on time. You know best the conditions and terrain you must travel to reach your work site. If you anticipate that you may have transportation difficulties due to inclement weather conditions when the university is not closed, we urge you to speak with your supervisor about shortening your normal work shift by using your accrued leave in these situations.

If you find yourself in a situation where you feel your safety is compromised, we strongly encourage you to make reasonable and rational choices about coming to work. Your decisions must, however, be communicated with your supervisor as soon as possible. You should also be aware that management has the right to determine whether the conditions were sufficient to warrant not reporting to work.

Notification of Closing 

The only official sources of information for authorized closings, including delayed openings, for the Blacksburg campus and facilities in the immediate Blacksburg area (excluding off-campus Cooperative Extension offices) are the following: 

Virginia Tech Operator XE "Virginia Tech Operator"  - 540/231-6000

Weather Hotline XE "Weather Hotline"  - 540/231-6668
Virginia Tech website: www.vt.edu 
WVTF-FM - Radio Station XE "WVTF-FM - Radio Station"  in Roanoke, radio FM 89.1 or 91.9

In inclement weather situations, it is your responsibility to confirm if and when to report to work that day. Because the full details of university closings may not be adequately provided or described in other public media, you are strongly advised to listen to WVTF Public Radio, and then confirm the status by checking the university's information lines or website listed above. 

State Holidays

The days listed below are observed by the state as paid holidays. Those marked with asterisks (*) are nationally observed holidays when classes are not in session and the university is normally closed, with only emergency personnel designated to work. Holidays when the university is open and classes are in session, most departments are open and employees must request to take the holiday off if they desire.
· * New Year’s Day (January 1) *
· Lee-Jackson-King Day (the Friday before the third Monday in January)

· Martin Luther King, Jr. Day  (the third Monday in January)

· Presidents Day (the third Monday in February)

· * Memorial Day (the last Monday in May) *
· * Independence Day (July 4) *
· Labor Day (the first Monday in September)

· Columbus Day (the second Monday in October)

· Veterans Day (November 11)

· * Thanksgiving Day (the fourth Thursday in November) *
· * The day after Thanksgiving Day *
· * Christmas Day (December 25) *
· * Any other day designated by the Governor *
Holidays that fall on a Saturday are observed on the Friday before, and holidays that fall on a Sunday are observed the following Monday. If a holiday falls on one of your scheduled days off, other than a weekend, you will be allowed compensatory leave, which you can use within the following 12 months (see compensatory leave).

Eligibility for Holiday Pay

To be eligible for holiday pay XE "holiday pay" , you must either work or be on paid leave on the workdays before and after the holiday. If the holiday time is designated for a portion of a workday, you must work or be on paid leave the workdays before and after the partial holiday. You will not be paid for any holiday if you are on leave-without-pay for any portion of the day before, the day after, or the day of the actual holiday.
Accommodations for Religious Holidays

Departments should make reasonable accommodation for the religious needs of   our employees as long as such accommodation does not cause the organization undue hardship. You should use accrued annual, compensatory, or overtime leave, or leave-without-pay, for religious holidays.

If you request a day off to observe a religious holiday XE "religious holiday"  that falls during your normal work schedule, reasonable efforts should be made to allow you time off for the holiday. For the accommodation to be considered, you should request leave well in advance. A request for time off for a religious holiday should be denied only if your supervisor determines that your absence would cause undue hardship in conducting departmental business. Management should document and be prepared to justify any decisions to deny time off requests for religious holidays.

Other Programs and Services

As an employee of Virginia Tech, you now have access to a wide range of additional programs and services.

Employee Resource Center

The Employee Resource Center (ERC) is located in Suite 148 of the Southgate Center building. The ERC houses an employee resource library, open access computers, and health awareness resources. There are also a number of programs coordinated in the ERC, including Work-Life Resources, CommonHealth Employee Wellness Programs, University Leadership Development, and the Americans with Disabilities Act. Contact them at 540/231-3213 for more information, or visit their website at www.erc.vt.edu.

Americans with Disabilities XE "Americans With Disabilities"  Accommodation Request

If you are a qualified employee with a disability, you may apply for reasonable accommodations under the Americans with Disabilities Act (ADA) 1990. Persons with disabilities who require accommodations to perform their jobs must complete the ADA Accommodation Request Form P121. ADA or Human Resources staff is available to assist you in documenting your request. The form for written requests for accommodation should be forwarded to the ADA Coordinator in Human Resources. If you have questions about disability definitions and qualifications, you may also contact the ADA Coordinator in the Human Resources department to discuss them (540/231-9331) or visit www.hr.vt.edu/employeescorner/adainfo. All medical and diagnostic information will be kept confidential.

Reporting Suspected Fraudulent Activities
As described in the Reporting Suspected Fraudulent Activities Policy (Policy 1040), all employees have a responsibility to report suspected fraudulent activities. Any fraud or abuse concerns within Virginia Tech should be reported immediately to one of the following:

· Virginia Tech Internal Audit and Management Services Department, 540/ XE "Governor’s Fraud, Waste and Abuse Hotline" 231-4744. 

· Virginia Tech Police Department, 540/231-6411

· State Employee Fraud, Waste, and Abuse Hotline, 1-800-723-1615.

The identity of anyone making these reports is kept confidential.

Development Opportunities

There are a number of resources available to you for your continued personal and career development. Educational aid and related policies (Tuition Waiver and Reimbursement Policy 4800 and Educational Leave for Employees Policy 4810) outline a variety of formal educational options for employees.  

Tuition Waiver/Tuition Reimbursement

As long as you meet admission requirements and have the approval of your department, you may have tuition waived and/or be reimbursed tuition for up to 12 credit hours per academic year (Fall through Second Summer Session), not to exceed six hours in any single semester. Maximum credits available to part-time employees are six per academic year, not to exceed three per semester. If you are in a leave status, you are not eligible for tuition waiver.  
For detailed requirements to pursue classes under tuition waiver or reimbursement, refer to the policies above or contact Human Resources at 540/231-9331.
Professional Development Programs XE "educational aid programs" 
Virginia Tech provides a number of programs for professional development through our University Leadership Development program. You can find up-to-date information on current offerings and programs at their website: www.uld.vt.edu.  

Colleges and departments may also provide for you to attend off-site professional development seminars, workshops, or conferences. You should discuss requests for these types of opportunities with your supervisor, who can work with you to determine departmental budget availability and scheduling.

Dependent and Spouse Scholarship Program

While Virginia Tech does not offer discounted or waived tuition for your dependents, our University Development department does administer a scholarship program for dependents and spouses of our employees. They oversee fundraising for this program, and award need- and merit-based scholarships to applicants. For more information, visit www.vtdependentscholar.vt.edu. 
Savings Bonds

You may purchase U.S. Savings Bonds XE "Savings Bonds"  through payroll deduction in denominations ranging from $100 to $1,000. You may enroll in the savings bond program at any time through Human Resources.
Commonwealth of Virginia Campaign

The Commonwealth of Virginia Campaign XE "Commonwealth of Virginia Campaign"  is a voluntary, charitable donation program for state employees. The annual Virginia Tech campaign drive is conducted in the fall. Through payroll deductions, check, or cash donations, you may contribute to charities and non-profit organizations serving one or more regions of the Commonwealth, as well as those providing eligible services overseas. More information can be found at www.uld.vt.edu/CVC. 
Recreational Facilities and Activities

You have access to a number of facilities and activities as an employee, including War Memorial Gym, the BreakZone Recreation Center, Venture Out Program, Burrows-Burleson Tennis Center, the VT Golf Course, and the Pete Dye River Course of Virginia Tech. Check out these websites for more information: www.recsports.vt.edu and www.uusa.vt.edu/recreation. 

Athletic Tickets

Many of Virginia Tech’s athletic sporting events are open for free general admission. Tickets are issued for all football and basketball games, and you can purchase them through the Athletic Ticket office by visiting www.hokietickets.com, or calling 540/231-6731 or 1-800-828-3244.

Shared Governance

Virginia Tech has a participatory governance system that allows staff representatives to participate on commissions, committees, and the University Council. Through this system, you have a voice in issues affecting the Virginia Tech community. Participation in the governance process is encouraged, supported, and valued by the university. For more information, contact the staff association in your college or administrative area, or check out the staff senate website at www.staffsenate.vt.edu or the University Council website at www.governance.vt.edu. 
Employee Suggestion Program (ESP) XE "employee suggestions program" 
Virginia’s Department of Human Resources Management (DHRM) maintains a statewide employee suggestion program. You may submit suggestions to the DHRM for process improvement or recommendations on ways to cut the cost of operations using the Employee Suggestion Form. Ideas will be evaluated and, if appropriate, implemented. Successful suggestions will be recognized with a certificate, time off, or monetary award. For more information, visit http://esp.dhrm.virginia.gov. 
Conflict Resolution – Virginia Tech Mediation Program

The Virginia Tech Mediation Program is available to all Virginia Tech employees. Trained members of the Virginia Tech community are available for mediations on-campus or at alternative sites, to support you in resolving workplace issues. You can arrange mediation through our Mediation Coordinator at the Office for Equal Opportunity (www.oeo.vt.edu), by calling 540/231-7500 or TTY 540/231-9460. If you prefer, Human Resources (540/231-9331) or the Virginia Tech Women’s Center (540/231-7806) can help you with a referral to OEO for mediation. 

About Mediation

Mediation is a voluntary, confidential process used by people who need help in solving important issues. Mediators — trained individuals who do not have a stake or an opinion in how the problem is solved — are used to help participants find solutions that are best for everyone involved in the situation. 
You may request mediation for an issue on your own, or a matter may be referred 
Mediation is completely voluntary. No one can be required to participate, and you always have the ability to stop the process at any time. In mediation, mediators will meet privately with you and the other individual involved in your situation and help you settle your issues in ways you both agree will be helpful. Mediators do not make judgments, determine facts, or decide the outcome; instead, they facilitate discussion between participants. In this role, they provide a structured setting in which you can identify options and find solutions best suited to your situation. You can find more detailed information under Conflict Resolution on the OEO website.

Mediation and the Grievance Process
Mediation can be used in conjunction with other approaches, and does not affect your rights to file a formal complaint, a grievance, or an outside complaint. In addition, you may request mediation at any time, even during the course of a grievance or other formal complaint. If the parties agree to mediate, an extension of the time periods for the formal complaint process may be granted so that the mediation may occur. 

Other Assistance for Work Related Issues
You may contact Employee Relations in the Human Resources office for answers to your questions regarding policies and procedures, performance management and other workplace issues. If you need assistance with a workplace conflict issue, disciplinary action or accessing the grievance, process, Employee Relations can assist you. Simply call 540/231-9331.

If you need assistance for an issue and prefer to request assistance other than through Human Resources or the Virginia Tech Mediation Program, the Department of Employment Dispute Resolution (DEDR XE "Department of Employment Dispute Resolution" ) is available to advise you on work-related problems, the use of the grievance procedure and mediation. The Department also assists employees and managers in exploring other options for resolving work-related conflict. They may be reached at 804/786‑7994 or toll-free in Virginia at 1-888-232-3842.
Your Employment – General Expectations
There are a number of general policies and procedures you need to be aware of relating to expectations of you in your employment at Virginia Tech. This section provides guidance in areas related to overall expectations of all Virginia Tech staff employees. All Virginia Tech policies are maintained and posted online at www.policies.vt.edu, and state policies can be found at www.dhrm.state.va.us/hrpolicy/policy.html. 
 XE "accountability" Accountability and Fair Compensation  

Because Virginia Tech is a public institution supported by the Commonwealth of Virginia, we are committed to serving the public interest and are accountable to the taxpayers for the effective and efficient use of public funds. Therefore, it is our policy that employees are not paid for time that they do not work, unless they have earned pay for time not worked under the relevant policies (such as personal or sick leave).

Therefore, your pay will be reduced or you will be placed on leave-without-pay if you are absent from work for personal reasons or because of illness or injury, even for periods of less than one day, if you are not able to use leave balances to cover that time. You may be unable to use leave balances because (1) you have not requested accrued leave or your request has been denied, (2) you have exhausted your leave balances, or (3) you have had a request for leave-without-pay approved. For more information on our leave policies, see the Absence From Work section of this handbook.
Probationary Period

When you begin university employment as a staff employee, you must serve a 12-month probationary period XE "probationary period" . During this period, your employment can be terminated at will. The university policy on Probationary Period for Salaried Staff Employees explains the probationary period in detail, including reasons it may be extended, and what you can expect in terms of performance management during your probationary period. This policy can be referenced online at www.policies.vt.edu/4260.pdf. 
If you have previously worked for the state, are being re-employed in a staff position, and there has been a break in your state service, you must serve a new probationary period of 12 months. If you are selected for a position at a higher salary grade, or moved to another position through lateral transfer or demotion during your probationary period, the time you have already served on probation is transferred, and you serve the remainder of the probationary period in your new position. Your probationary period may be extended in this circumstance at the request of your new supervisor.
In order to be considered for promotion or transfer to a position in a different department, you must first satisfactorily complete six months of your 12-month probationary period. Once the Human Resources department has received your completed six-month Probationary Progress Review form (on which you must have received a “Contributor” rating), you may then participate in the competitive hiring process for posted positions. You are eligible for consideration for vacancies within your own department within your first six months, without restriction.  

While you are in your probationary period, you are not eligible to use the Employee Grievance Procedure. If, at any time, you believe that there has been discrimination in any condition of your employment based on race, sex, disability, age, veteran status, national origin, religion, political affiliation, sexual orientation, or physical or mental disability, except where a bona fide occupational qualification exists, you are encouraged to file a discrimination complaint with the Virginia Tech Office for Equal Opportunity at 540/231-7500 or the Office of Equal Employment Services in the Department of Human Resource Management at 1-800-533-1414.  For additional information on equal opportunity, see the Equal Employment Opportunity (EEO) section of this handbook.
Fair Labor Standards Act (FLSA)

The Fair Labor Standards Act (FLSA) defines minimum wages and overtime compensation requirements for employers. With regard to overtime, it requires that employees (except those considered exempt from the law) be compensated at one-and-one-half times their regular hourly rate for any hours worked in excess of 40 in a workweek. Overtime may be compensated in earned leave or pay. The official workweek XE "official workweek"  at Virginia Tech is defined as midnight Friday to midnight Friday.  
Exempt Employees 

An exempt employee XE "exempt employee"  is exempt from the both the minimum wage and overtime requirements of the Fair Labor Standards Act (FLSA). Exempt employees include those whose primary duties are executive, professional, administrative, or computer-related and who are paid on a salaried basis. The FLSA requires the exempt or non-exempt status of any particular employee to be determined based on whether duties, responsibilities, and salary meet all the requirements of the appropriate sections of the regulations. Certain employees, such as law enforcement employees, are partially exempt from the overtime requirements of the FLSA. For more information about how FLSA Guidelines affect exempt employees, or for information on how to report an improper deduction, you may refer to University Policy 4320: Guidelines for the Fair Labor Standards Act.
Non-Exempt Employees

A non-exempt employee XE "non-exempt employee"  is covered by the provisions of the Fair Labor Standards Act and is required to be paid at least minimum wage and be compensated at time-and-one-half for all hours worked exceeding 40 in a workweek. 

Overtime

If you are working in a non-exempt position, you must work overtime hours XE "overtime hours"  as directed by your supervisor or management; however, non-exempt employees should not work overtime without advance approval from the supervisor. If you take it upon yourself to work overtime hours without prior approval, you may be subject to disciplinary action. Additional information on overtime may be found in Guidelines for the Fair Labor Standards Act Policy 4320.

Management may adjust your workweek schedule in order to avoid overtime compensation. For example, you may be asked to work an additional two hours on Monday and again on Tuesday. In order to avoid an overtime situation for that workweek, your supervisor may tell you to work only four hours on Thursday.

Workplace Health and Safety
As a member of the university community, you must know your safety responsibilities, follow safety and health practices, prevent accidents and injuries, communicate hazards to appropriate persons, and be prepared for emergencies that may occur in the workplace. You must conduct university operations in compliance with applicable federal, state, and local regulations, and University requirements. Every department is expected to protect the safety and health XE "safety and health"  of university employees, students, and visitors to campus. The Virginia Tech Department of Environmental, Health and Safety Services (EHSS) works closely with departments, safety committees, employees, and students throughout the university to ensure compliance with these requirements.  
As an employee, you are expected to follow all health and safety rules, programs and procedures, and refrain from operating any equipment without both proper instruction and authorization from your supervisor. For more information on your responsibilities, review University Health and Safety Policy 1005 or contact EHSS directly.
EHSS programs and policies should be consulted to determine the requirements for specific operations. A complete list of programs and policies may be obtained directly from EHSS at 459 Tech Center Drive in the Health & Safety Building or downloaded from www.ehss.vt.edu.

Employee Rights
According to OSHA regulations XE "OSHA regulations" , you may request an inspection or evaluation of conditions that you believe may constitute a health or safety hazard at any time. You are encouraged to discuss your safety concerns with your supervisor prior to making such a request. You may also call EHSS if you have any questions regarding health and safety matters related to your employment at Virginia Tech. If you request a confidential inspection by EHSS, your name will not appear on any record published, released, or made available to the public, your immediate supervisor, or department head. You have the right to report unsafe or unhealthy conditions without retaliation on the part of any other person.

If you are asked to perform a task that you feel is unsafe, notify your supervisor of the safety problem immediately. If the unsafe condition is not corrected and you are ordered to perform the task, you may ask to be temporarily assigned to a different, non-hazardous job. If your supervisor will not temporarily reassign you, you may then refuse to perform the work and should immediately call EHSS.

Acceptable Use of Computers at Virginia Tech

Access to computer systems XE "computer systems"  and networks owned or operated by Virginia Tech brings with it certain responsibilities and obligations, and is granted to you only subject to university policies, and local, state and federal laws. Policy 7000 establishes Virginia Tech’s acceptable use of computers and provides guidelines for the proper uses of the University’s information systems. In order to be granted access to VT systems through creating a Personal Identifier (PID), you must acknowledge acceptance of the Acceptable Use Policy. You are also encouraged to review it periodically. You should also be familiar with the state’s policy on Use of Internet and Electronic Communication Systems (Policy 1.75); in particular, it states that no user should have any expectation of privacy with regard to any use of state-owned equipment or through your university issued accounts.
The university considers any violation of acceptable use principles or guidelines to be a serious offense and reserves the right to copy and examine any files or information resident on university systems allegedly related to unacceptable use, and to protect its network from systems and events that threaten or degrade operations. Violators are subject to disciplinary action as prescribed in the Honor Codes, the University Policies for Student Life, and employee handbooks. Offenders also may be prosecuted under laws including (but not limited to) the Communications Act of 1934 (amended), the Family Educational Rights and Privacy Act of 1974, the Computer Fraud and Abuse Act of 1986, The Computer Virus Eradication Act of 1989, Interstate Transportation of Stolen Property, The Virginia Computer Crimes Act, and the Electronic Communications Privacy Act. Access to the text of these laws is available through the Newman Library Reference Department.

Academic Year Appointments for Staff Employees XE "Academic Year Appointments for Classified Employees" 
A special staff/academic year appointment (nine- or ten-month) is a full-time staff position with a work schedule of less than 12 months during the year. Department Heads are responsible for the selection of positions to be converted from the standard 12-month appointment to the special term staff/academic year position. There are specific guidelines for the conversion of a regular full-time position to an academic year position, referenced in Virginia Tech policy at www.policies.vt.edu/4040.pdf.  
Additional/Outside Employment

During the hours you are employed to work at Virginia Tech, you may not engage in other employment with other state agencies or in any private business. If you work somewhere else in any capacity outside of your normal work schedule with Virginia Tech, the continuance of your outside employment is contingent on whether the additional job affects your work performance in your primary position with Virginia Tech, and whether it is in violation of the Virginia Conflict of Interests Act. You must inform your supervisor or Department Head if you have additional/outside employment. Also, see Additional/Outside Employment Guidelines 4070.
Volunteer Service
Virginia Tech does accept the use of volunteer service. Departments are encouraged to follow guidelines for the selection and supervision of individuals volunteering. Policy 4330 - Guidelines for the Use of Volunteers describes the process in detail.

Because the Fair Labor Standards Act states that non-exempt employees must be compensated for all hours they are required or permitted to work, even though you may volunteer to work beyond your normally scheduled hours, if you are in a non-exempt position, the department must compensate you for those hours worked. You are considered a volunteer only if the following conditions are met:

· services are performed for which no compensation is received beyond expenses or a nominal fee; and
· services rendered are not the same type services that you are employed to perform for the university.

Policy on Alcohol and Other Drugs
The Commonwealth of Virginia’s Policy on Alcohol and Other Drugs  XE "Alcohol and Other Drugs" prohibits the unlawful or unauthorized manufacture, distribution, dispensation, possession, or use of alcohol or other drugs in the workplace. The drug-free policy also prohibits an employee being at work impaired due to the use of alcohol or other drugs. In addition, the policy entitles the university to discipline any employee who has been convicted of violating any criminal drug law and certain alcoholic beverage control laws governing driving while intoxicated.

When you begin employment at Virginia Tech, you receive a summary of the Commonwealth’s Policy on Alcohol and Other Drugs at your new employee orientation and benefits enrollment session, and subsequently will receive annual updates on the policy.
Commercial Driver’s License (CDL) Drug and Alcohol Testing

In compliance with the Omnibus Transportation Employee Testing Act of 1991, Virginia Tech maintains a program to test for alcohol and controlled substances XE "alcohol and controlled substances" . If you are required to obtain a Commercial Driver’s License (CDL XE "Commercial Driver’s License (CDL" ) for your position, you will be tested for alcohol and drugs at the time of employment. You will also be subject to random selection for testing on a regular basis.  

Gifts, Gratuities, or Rewards
As a state employee, you are in a position of public trust and therefore cannot accept gifts, gratuities, favors, or rewards XE "gifts, gratuities, favors, or rewards"  for any services you perform in connection with your position. It also is unlawful for you to solicit, offer, or accept any money or anything of value in exchange for an appointment, selection for a position at a higher salary grade, or special privilege with any state agency. If this policy is violated, you may be subject to disciplinary action under the Standards of Conduct Policy 1.60, up to and including termination. Virginia Tech’s Purchasing Department provides more detailed information on Standards of Conduct and Ethics on their website.
Intellectual Properties Policy XE "INTELLECTUAL PROPERTIES POLICY" 
We recognize that, although employed by the state, many employees work on projects or develop materials that also have worth outside of state government. Relevant to this issue, you are governed by the University Policy on Intellectual Properties 13000.
Political Activity 

Political activities XE "political activities"  of employees in state agencies that are funded in whole or in part by federal funds, including loans or grants, are subject to the conditions of the Hatch Act XE "Hatch Act" , a federal law limiting political activities of government employees. The act was modified in 1997, giving employees greater latitude to participate in approved political activities.

You may not campaign for yourself or anyone else during the hours when you are employed to work for the state. Prior to engaging in any political activity, you should determine whether such activity violates the Virginia Conflict of Interests Act. If you are an employee of Virginia Cooperative Extension, you must also check with your supervisor to obtain approval prior to engaging in political activity, to avoid any possible conflict of interest violation.  

Privacy of Records
Your personnel record, maintained by Human Resources, is the property of the Commonwealth. The contents of your personnel file may be disclosed only as provided in the Freedom of Information Act and the Government Data Collection and Dissemination Practices Act XE "Privacy Protection Act" . If you apply for credit of any kind that will require a credit check or other investigation, you will need to give written authorization to Human Resources to release whatever information is required.
The Freedom of Information Act XE "Freedom of Information Act"  provides that you may have access to information contained in your personnel records, with the exception of mental health and medical records when the treating physician has indicated that a review of such records might be injurious to your health.

On Your Job
If you have any questions, problems, or concerns while you are employed at the university, contact your supervisor first. Your supervisor is a source of information and usually can resolve your concerns quickly and efficiently, or can assist you in obtaining the answer.

Your supervisor assigns work to you and is the person responsible for ensuring its completion. If you have questions about methods of priorities in your work, you should ask your supervisor for clarification.
Timely and Regular Attendance

You should report to work as scheduled and notify your supervisor as soon as possible if you must arrive late or miss work for any reason. Failure to report according to your department’s attendance XE "attendance"  requirements may result in disciplinary action. 

Hours of Work

Full-time employees are paid a salary based upon 40 hours of work per workweek. Our standard public service hours XE "public service hours"  for the main campus in Blacksburg are normally 8 a.m. – 5 p.m., Monday through Friday. Departments are expected to provide service to the public, students, faculty, and staff throughout this period. Department Heads may approve alternate work schedules that differ from the standard workweek, if necessary to meet departmental needs. For more information, refer to the Hours of Work Policy 4300
. Information on breaks, lunch periods, and alternate work schedules is also provided in the Hours of Work Policy. You are responsible for the accurate reporting of your hours worked each workweek.
Appearance/Proper Attire

Department heads may set reasonable standards for proper attire XE "attire"  based upon work-related needs.

Smoking Policy 

Smoking XE "Smoking"  is not permitted within facilities owned or leased by the university, nor in university-owned vehicles. Exceptions to the policy involve residential and special-purpose housing.

University Mail Service

It is policy that the University Mail Service, including on-campus mail, is for official university correspondence only. You should not use the mail service XE "mail service"  for personal correspondence, advertising, or mass mailing.

Long Distance Phone Calls XE "Long Distance Phone Calls" 
University Telecommunications Systems are for official use. Personal use of the university long distance services is strictly prohibited and is considered misuse of state resources. Check with your departmental administrative office about the procedures for verifying long distance charges for official university business. 

Visitors/Children in the Workplace XE "Visitors/Children in the Workplace" 
You should obtain approval from your Department Head as to whether you may have visitors, including children, in the workplace for short-term or brief periods of time and if there are any conditions or stipulations. Children, if permitted to visit the workplace, must be accompanied by an adult at all times.
Performance Management
It is our objective to promote the well-being of our employees in the workplace and to maintain high standards of professional conduct and work performance. Effective job performance is very important to your success at Virginia Tech, and performance management should be a proactive partnership between you and your supervisor.

Expectations of You and Your Supervisor

You are expected to apply yourself to your assigned duties during the full schedule we compensate you for. You are expected to abide by all university and state policies and to meet established performance standards. Conditions or circumstances that prevent you from performing effectively or completing your assigned tasks should be reported to your supervisor as they become known. You should bring unclear instructions or procedures to your supervisor’s attention promptly for clarification.

Your supervisor should assist you in understanding the goals, objectives, and performance standards XE "performance standards"  of your position as well as workplace conduct expectations. Your supervisor should provide you ongoing feedback on your work and results. He or she should also be aware of any inadequate or unsatisfactory work performance or behavior on your part and attempt to work with you to support improvements and correct the unacceptable performance or behavior immediately. 
Tools and Approaches

In the first week of employment, your supervisor should provide you with a position description and performance expectations. The position description is documented in PeopleAdmin. The annual performance cycle is from October 25 to October 24. About a month after you begin your job, and then at the beginning of the annual performance cycle XE "performance cycle" , your supervisor should identify and discuss with you the responsibilities and performance expectations  XE "performance expectations" of your position. Your supervisor will also discuss factors that may influence your performance XE "performance"  and any developmental activities that will help improve your performance and results. These expectations are documented on Form P112-PPE (Performance Plan and Evaluation), and should be jointly reviewed periodically throughout the performance cycle.
Unacceptable Conduct and Performance

The processes established for correcting conduct or performance concerns apply to full-time, part-time, and restricted staff employees covered under the Virginia Personnel Act; it is not applicable to faculty, probationary employees, or hourly wage employees. In counseling and dealing with performance problems with regard to non-covered employees, Virginia Tech will consider the standards provided in this policy as a guide for dealing with unacceptable conduct. The Standards of Conduct policy, referenced frequently in this section, can be found in its entirety at http://www.dhrm.state.va.us/hrpolicy/web/pol1_60.pdf.
When a situation exists where unacceptable conduct or performance exists, informal or formal corrective action steps may be taken, depending on the severity of the situation. Informal corrective action may take the form of a counseling session, referral to the Employee Assistance Program (EAP) or the issuance of a counseling memorandum or letter. Performance improvement needs may be formally documented through use of the non-disciplinary Notice of Improvement Needed (Form P-142), giving you the opportunity to demonstrate improved results before any disciplinary action should become necessary. Formal disciplinary action is accomplished by the issuance of a Written Notice. While we hope that most performance and behavior problems can be resolved through informal counseling sessions, they are not required to occur before formal disciplinary action is taken.
If you have questions regarding the application of Standards of Conduct, XE "standards of conduct and performance"  you may contact the Virginia Tech Human Resources Department at 540/231-9331 or the state Department of Human Resource Management (DHRM) at 804/225-2131. All information and processes dealing with performance management are based on the guidelines and policy set forth in the state’s Standards of Conduct Policy.

General Procedures

Discipline XE "Discipline"  under the Standards of Conduct and Performance will not be based on any employee’s race, color, religion, national origin, political affiliation, sex, age, veteran status, sexual orientation or physical or mental disability. Corrective actions should be timely, fair, and consistently applied. The Standards of Conduct and Performance Policy is designed to protect the well-being and rights of all covered employees, to assure safe, efficient operations, and to assure compliance with law.  
Removals Due to Circumstances Preventing You From Performing Your Job

If you are unable to meet the working conditions of your employment due to circumstances such as those listed below, you may be removed from your position. Reasons for such removal are referenced in the policy. 
Prior to any such removal, your supervisor will notify you, verbally or in writing, of the reasons for such a removal, giving you a reasonable opportunity to respond to the charges. Normally, 24 hours is viewed as a reasonable timeframe. Final notification of removal will be via memorandum or letter, not by a Written Notice Form.
Unacceptable Standards of Conduct (Offenses)

The Standards of Conduct references offenses considered unacceptable conduct, grouped into three levels of severity (Group I, II and III offenses). The offenses referenced in the policy are not all-inclusive but are given as examples of unacceptable behavior for which disciplinary action may be taken. Accordingly, any offense that, in the judgment of your Department Head, undermines the effectiveness of the department may be considered unacceptable and treated in a manner consistent with the provisions of this section.

The violation of any state or university policy may result in disciplinary action. If you are found in violation of any policy, or participating in discrimination on the basis of race, color, religion, national origin, political affiliation, sex (including sexual harassment), age, veteran status, sexual orientation, or physical and mental disability, except where a bona fide occupational qualification exists, you may be counseled or disciplined with either a Group I, II, or III Written Notice, depending on the specific facts and circumstances surrounding the incident. You are responsible for being aware of all applicable state and university policies.
Group Level Offenses

Group I offenses include types of behavior less severe in nature but which require correction in the interest of maintaining a productive and well-managed work force. The normal disciplinary action for a Group I offense is the issuance of a Written Notice.

Group II offenses include performance issues and work-related behavior that are more severe in nature than those defined as Group I offenses. If issued a Group II Written Notice, you may also be suspended up to ten workdays without pay. A second active Group II offense normally should warrant removal from your position.
Group III offenses include performance issues and work-related behavior of such a serious nature that a first occurrence normally warrants removal. 

Disciplinary Action

Disciplinary action in the form of a Written Notice may be taken in response to the commission of offenses. The issuance of a Written Notice may also include suspension, transfer, demotion with a disciplinary salary action, or termination.
Written Notice

The Written Notice Form states the offense and resulting disciplinary action, and includes a reference to the employee’s right to grieve the action. If a Written Notice is issued to you, you sign the form and are given the original. A copy of the form is forwarded to Human Resources to place in your official personnel file. Your signature does not signify your agreement with the information provided, but rather acknowledges that it was issued to you.
Information on the active life of written notices, their cumulative nature, and potential for impacting performance evaluations is provided in the Standards of Conduct policy.
Suspensions

Suspension occurs when you are placed on leave-without-pay from work due to disciplinary action taken by management. Suspensions may also be used, with pay and/or without pay (depending on the circumstances and length of suspension), to remove an employee from the workplace pending investigation related to the employee’s own personal conduct in the workplace or due to a pending court action. Additional details relating to suspensions relative to investigation or court action, as well as those connected to disciplinary action, are provided in the Standards of Conduct policy.
If you are placed on suspension, you normally will not be allowed on the university’s premises, and will not be allowed to work except to fulfill previously scheduled court obligations. You may, however, still access services in Human Resources, including filing and processing a grievance.
Employee Grievance Procedure
The grievance procedure is a process through which you may bring your complaints officially to your immediate supervisor and/or to higher levels of management. 

Once you have completed your probationary period, you have access to the Employee Grievance Procedure XE "Employee Grievance Procedure"  to address work-related complaints or disputes. Probationary and hourly wage employees do not have access to the grievance procedure. A grievance must be initiated within 30 calendar days of the event or action giving rise to the grievance. There are also alternative dispute resolution mechanisms available to you, as referenced above, for resolving complaints.

The Employee Grievance Procedure is available from Human Resources and may be accessed on their website at www.hr.vt.edu. For assistance, contact Human Resources at 540/231-9331. You may also contact the Department of Employment Dispute Resolution (DEDR) in Richmond for more information or advice on the grievance procedure – visit www.edr.state.va.us/index.htm or call 1-888-23ADVICE.
Leaving the University

We certainly hope that you have a long, productive, happy career at Virginia Tech. If, however, there comes a time when you leave employment with us, there are some important things you will need to know about transitioning out of our workforce.
Giving Notice of Resignation

It is good common business practice to provide at leas=- two weeks’ notice when you plan to resign from your position. You may submit a letter of resignation directly to your supervisor, stating your intent and the effective date of your resignation. Depending on the situation, your job, and the needs of your department, it may be beneficial to us if you are able to give more than two weeks’ notice. You are encouraged to discuss this with your supervisor.

Return of Virginia Tech Property

When you leave the university, you will need to return all Virginia Tech property to the proper people or departments before you leave. Below is a non-inclusive listing of common items and to whom they should be returned:

· Parking Pass – return to supervisor or Parking Services

· Hokie Passport – return to supervisor or Hokie Passport office

· Keys – return to supervisor

· Cell phones, pagers, computer equipment – return to supervisor

· Uniforms, tools – return to supervisor

Any other university property you may have in your possession should also be returned to your supervisor.

Benefits

If you have elected health benefits coverage through Virginia Tech, your benefits will continue to be effective through the end of the month in which you separate from employment with us.

For questions about continuation of your coverage through COBRA, retirement, or other benefits-related questions, you may call 540/231-9331 and ask to speak with someone from the Benefits team.

Last Paycheck and Leave Payout

You will receive your last paycheck as per our regular pay period and pay date schedules. You will be paid for the days worked in your last pay period, on the following pay date Any annual and compensatory leave balances you have will be paid to you by check on the next pay date following that last paycheck for hours worked, pending submission of your final leave report.

For questions about your leave balances, you may contact the Leave department in Human Resources at 540/231-9331. For payroll processing questions, contact the Payroll department at 540/231-5201.

Virginia Employment Commission (VEC)

The Virginia Employment Commission (VEC) has a number of valuable resources available to job seekers. If you are seeking other employment, would like to speak to a career counselor, or need resume or job training assistance, we encourage you to take advantage of their resources. Visit their website at www.vec.virginia.gov or call 540/831-5980.

If you believe you are eligible for unemployment compensation, you may file a claim in Virginia by calling 540/831-5980. A conference call will be set up between a VEC Deputy, you, and Virginia Tech to determine your eligibility. For unemployment claims in West Virginia, contact the West Virginia Bureau of Employment Programs at 304/558-7024.
Employee Assistance Program (EAP)

If you are covered by health benefits through Virginia Tech, you also remain eligible to receive services from our Employee Assistance Program (EAP) while those benefits are active. EAP counselors can assist you in dealing with stress and anxiety, career transition issues, family issues, financial concerns, and much more. To access the EAP, call 1-866-725-0602.

Employee Relations

If you have any questions or concerns about the terms of your separation (especially in cases of disciplinary termination), or wish to discuss your rights to file a grievance, you may contact Employee Relations in the Human Resources department at 540/231-9331. You have 30 calendar days from the occurrence of an action to file a grievance against it, and may grieve any instance of disciplinary action or employment actions (termination or suspension).

Eligibility for Rehire

If you are in good standing and you voluntarily terminate your employment with the university, you are eligible to be considered for future reemployment at Virginia Tech. If you are rehired in a Staff position, you will be required to serve the usual probationary period, in accordance with university policies. You may contact Human Resources at 540/231-9331 if you have any questions relative to your eligibility for to be considered for rehire.
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