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Tuition Waiver /
Reimbursement

Completed tuition
reimbursement forms
must be received PRIOR
to class registration

Completed tuition waiver
forms must be received
by HR the 1% day of the
month classes begin!

Before using the
Educational Aid Program,
please read HR Policy
4800 - . All
completed forms can be
sent to Sherri Jackson,
Human Resources (0318).

DIVERSITY
COMMITMENT:
Guide for
Supervisors and
Employees

A guide has been
developed to assist both
supervisors and staff in
addressing the diversity
commitment dimension of
the staff performance
planning and evaluation
process. The guide will
be distributed to all
employees in early
January. For more details
and to review the guide,
please go to our website,
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Investment Updates

Tax Shelter and Deferred Compensation Maximum Amounts Unchanged for 2008

University faculty, staff and wage employees continue to utilize the 403(b) tax shelters and
the 457 (b) deferred compensation plans for their payroll-deducted investments. Both plans are
available to all current employees. We have been advised that the maximum amounts will not
change for calendar year 2008. The limits are as follows:

403(b) tax shelter — General Limit - $15,500.00. Those individuals age 50 or over in
2008 can use the catch-up provision and shelter $20.500.00 in 2008 not to exceed
earned salary. Those individuals with 15 or more years of University service may be
able to shelter an additional $3,000.00. However, special calculations are required to
determine qualifications.

457(b) Deferred Compensation — The 457 (b) administered by Great West can be
used in addition to or in lieu of the 403(b) program. The General Limit is also
$15,500.00 in 2008 with the $5,000.00 catch up for those age 50 or over. The 457 (b)
also provides for a special catch up for individuals within three years of retirement.

For more options, including information on employer match plans, please contact Gloria Smith in
Human Resource Benefits at 231-3441.

Managing the Holidays

This magical and exciting time of year can be overwhelming for many people due to
increased demands and expectations during the holiday season. It is often difficult enough to
meet the challenges of our daily responsibilities, let alone cope with the extra demands of time,
energy and money associated with the holidays. Here are a few suggestions to avoid these all-
too-common holiday traps:

* Be reasonable. Stop putting pressure on yourself to create the perfect holiday.

* Communicate. Families often stick to rituals that may often produce stress.
Talk to loved ones about what has meaning at this time in your lives.

* Take care of yourself. Don't overextend yourself. Set limits on commitments allowing
yourself time to rest and spend quality time with loved ones.

¢ Plan ahead. Make a holiday “to do” list and ask for assistance from family members.

For those who’ve recently lost a loved one, the holidays can be difficult. The rest of the world
seemingly is in a mood to celebrate, but these special times may bring back memories that are a
painful reminder. Here's some advice from experts:

* Make a point to remember the loved one and encourage others to do the same. Talk about
the past; especially the good times, even if it brings on tears. Crying is healthy at times like
this.

* Do the holiday your way. Resist pressure from family and friends to carry on business as
usual if you don’t feel like business as usual. When you are ready, start changing your
celebrations to reflect the new realities.

+ Take advantage of resources available to Virginia Tech employees including the Employee
Assistance Program (888-725-06020) and call or visit CommonHealth, located in the
Worklife Resource Office (540) 231-4919 for additional information and resources.

Virginia Tech Human Resources, Southgate Center, Suite 179 (0318), Blacksburg, Virginia 24061
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HEALTH BENEFITS
COVA Care &
COVA HDHP -
Special Features
& Programs

All COVA Care & COVA
HDHP members have
access to these free &
confidential programs:

24/7 Nurseline
& Audio Library:

Provides access to a team of
registered nurses 24 hours a
day, 7 days a week. If you
are just looking for
information on a health
topic, there’s also the
HealthLine Audiotape
Library with more than 400
recorded health topics. Call
1-800-337-47170 to

access the Nurseline

& Audiotape Library.

Future Moms
(formerly Baby
Benefits): This program
is designed to help women
have healthy pregnancies
and to help reduce the
chance of premature
delivery. As soon as your
pregnancy is confirmed, call
1-800-828-5891 to

enroll.

ConditionCare
(formerly Better
Prepared): This
confidential disease
management program will
provide the tools and
support needed to minimize
a condition’s effects, and
improve your health. The
diseases that are covered
under ConditionCare are:
asthma, diabetes, coronary
artery disease (CAD), heart
failure, chronic obstructive
pulmonary disease (COPD),
hypertension, hyperlipidemia
& obesity. Itis a voluntary
program and information

is held in strict confidence.
To register, call
1-800-445-7922.

More detailed information
on all the value added
programs can be found at
www.anthem.com/cova
under Special Programs.

Higher Education Restructuring—HR Update

The three design teams -- Compensation and Rewards, Performance Management and
Employee Relations, and the Staff Benefits and Work Life -- met on November 15, 2007 for an
orientation program that reviewed the purposes of restructuring, clarified their roles, and
provided an overview of the HR practices that lead to high levels of employee engagement.
The teams are meeting weekly to focus on specific human resource policy areas and practices.
For a description of the teams and their membership, refer to the website at
http://www.restructuring.hr.vt.edu/teamobj/index.html.

When will this project be complete? The project serves as a catalyst for continuous
improvement and review of human resource policies and practices, and will likely be
implemented over a period of several years.. The initial phase will be completed by October
2008. The design teams will develop proposals throughout the winter and will submit
recommendations to the Employee Advisory Committee and Steering Committee, which will then
be reviewed by the Commission on Staff Policies and Affairs and University Council, before
submission to the Board of Visitors in June 2008. The enrollment period will begin in July 2008 and
the new HR system will become effective in October 2008. An overview of the timeline can be

found at http://www.restructuring.hr.vt.edu/implementation/index.html.

Who will be affected by the recommendations? The primary focus of the teams will be on
policies and practices that affect University staff (employees hired in nonfaculty positions on or
after July 1, 2006). There will also be an opportunity for classified employees to change to the new
HR system by opting to become University Staff during the enrollment period. Classified staff who
do not convert to the university HR system during the initial enrollment will have periodic
opportunities to do so in the future.

How can I learn more about the HR Restructuring Survey? A report on the results of the survey is
now available on the HR Restructuring website at http://www.restructuring.hr.vt.edu. For more
information and updates on this the Human Resources efforts supporting Higher Education
Restructuring, got to www.restructuring.hr.vt.edu or contact Brian Gittens, Human Resource
Restructuring Project Manager at bgittens@vt.edu or 1-3294.

New Human Resources Website Coming Soon

Beginning with the redesign of the HR website, HR customers will soon be able to access
information and receive service in a different way. Over the past year our department has worked
with consultants and several focus groups to help us determine ways to provide better services.

A project team within HR has already begun working on creating a more customer-friendly
website. The website changes will make it easier to identify available services and resources, get
answers to questions, locate HR procedures and forms, and expand access to employee benefits
information service available through our providers. Information will be organized from the
perspective of our different customers, including employees, applicants, managers, supervisors,
and retirees. We welcome your suggestions. To provide suggestions on how the Human
Resources website can be improved, go to http://survey.vt.edu/survey/entry.jsp?id=1197394961163.

Customer service will be further enhanced through the creation of a service center which will
assist visitors and respond to phone calls and emails. This gives our customers one place to
contact for assistance for many of their HR needs, thereby reducing the need to navigate the
various functional areas in HR.

ULD Rolls Out New Programs for
University Leaders and Managers

Research shows that one of the most important aspects influencing an employee’s
productivity, loyalty, and job satisfaction is the relationship he or she has with the immediate
supervisor. Virginia Tech recognizes the importance of providing opportunities for our leaders
and managers to continuously build on the skills so important for retaining a productive and
engaged workforce in today’s competitive environment. University Leadership Development
(ULD) has partnered with internal experts in key areas of leadership and management practice to
offer a number of high-quality workshops to our university community.

Leadership Development Workshops (www.uld.vt.edu/leadership development/index.html)
are offered to all faculty and staff in pay bands 5 or above who lead people, teams or programs.
These workshops were first offered in the fall semester, and a new slate of dates is now available
for spring and summer of 2008. New this spring is a group of workshops being offered for staff in
pay bands 4 and below who have supervisory responsibility.

These Management Development Workshops (http://www.uld.vt.edu/
management development/index.html) will be offered free of charge, and include the topics of
Building Effective Teams, Personality and Effective Communication, Managing Conflict, and
Feedback and Coaching for Managers. For more information on any of ULD’s programs or
services, visit their website at www.uld.vt.edu.

Virginia Tech Human Resources, Southgate Center, Suite 179 (0318), Blacksburg, Virginia 24061
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