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DISCLAIMER

This staff handbook does not create any rights emefits. The policies and
information referenced in this handbook currentiplg to all full- and part-time
salaried Classified and University Staff employeEsis will remain the case
unless and until the Virginia Tech Board of Visg@pproves changes to human
resource policies for University Staff. The politor Classified Staff are set
forth in the State Policies and Procedures Manuatiministered by the
Department of Human Resource Management which is available for
review in the Human Resources Department. Theiafffolicies and benefits,
some of which are discussed in this handbook, @rgst to change at any time.
In the event that the policies discussed in thizdbaok differ from the policies
and procedures contained Wirginia Tech Policy Guidelinesnd theDHRM
Human Resource Policy Manuahe DHRM manual governs for Classified
Staff employees. University Human Resource policieferenced may be
accessed through the Webvatw.hr.vt.eduAs changes occur, updates will be
made on the website version of the Virginia TecaffStlandbook until it is
feasible to publish a new printed edition. Statdicies may be accessed at
www.dhrm.state.va.us/hrpolicy/policy.htif you need assistance accessing
online policies, or would like to request a papapycof any policy referenced in
this handbook, please contact Human ResourceD&23419331.

The Staff Handbook is designed to provide inforomtiabout benefits,
programs, and policies that apply to full-time, as@d staff employees at
Virginia Tech. This handbook is not a contract, isat an invitation to contract.
The latest revision of the Staff Employee Handbawé&ilable online supersedes
all previous versions.

Virginia Tech is an equal opportunity employer, ethimeans that the university
will not discriminate against employees, studentgpplicants on the basis of
age, color, disability, gender, national origin, ljiizal affiliation, race, religion,
sexual orientation or veteran status. This staterapplies to recruitment,
hiring, training, and selections for positions agher salary grades, transfers,
removals and all other conditions of employment.

IN CASE OF

EMERGENCY

REMAIN CALM

AND FOLLOW THESE INSTRUCTIONS



any annual and compensatory leave balances you wilvbe paid to you by
check, pending submission of your final leave répor

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

VIRGINIA EMPLOYMENT ComMMISSION (VEC)

The Virginia Employment Commission (VEC) has a nemtof valuable
resources available to job seekers. If you areisgatther employment, would
like to speak to a career counselor, or need resunb training assistance, we
encourage you to take advantage of their resourdest their website at
www.vec.virginia.gowr call 540/831-5980.

If you believe you are eligible for unemploymeniensation, you may file a
claim in Virginia by calling 540/831-5980. A conésrce call will be set up
between a VEC Deputy, you, and Virginia Tech tedaine your eligibility. For

unemployment claims in West Virginia, contact theeat/Virginia Bureau of

Employment Programs at 304/558-7024.

EMPLOYEE ASSISTANCE PROGRAM (EAP)

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

EMPLOYEE RELATIONS

If you have any questions or concerns about themgeof your separation

(especially in cases of disciplinary terminationr),wish to discuss your rights to
file a grievance, you may contact Employee Relationthe Human Resources
department at 540/231-9331. You have 30 calendgs ftam the occurrence of
an action to file a grievance, and may grieve asyance of disciplinary action or
employment actions (termination or suspension).

ELIGIBILITY FOR REHIRE

If you are in good standing and you voluntarilymérate your employment with
the university, you are eligible to be considered future reemployment at
Virginia Tech. If you are rehired in a Staff positj you will be required to serve
the usual probationary period, in accordance witlvarsity policies. You may
contact Human Resources at 540/231-9331 if you hayequestions relative to
your eligibility for to be considered for rehire.
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Employee Resources: Quick Reference

Getting Around

Up-to-date Campus Mapaww.vt.edu/where_we_are/maps

Blacksburg Transit Informatiomvww.btransit.org

Parking Informationwww.parking.vt.edwr visit Parking Services at 455
Tech Center Drive (phone: 540/231-4200)

Carpool informationhttp://alternetrides.com/Home_Rides.asp

Campus Information

VT News and Eventsyww.vtnews.vt.edu

Virginia Tech A-Z Indexwww.vt.edu/az_index

Find People and Contact Informatidritp://search.vt.edu/people.jsp
Campus Dining Centersiww.studentprograms.vt.edu/dining

Things You'll Need

VT ldentification: www.hokiepassport.vt.edur visit the Hokie Passport
Office at 100 Student Services Building (phone:/2330-5121)
Systems Access:

o0 To generate your PlDittps://my.vt.edu/mdsAuth/start.html

o0 Technical assistance: emédihelp@vt.educall 540/231-4357,

or www.computing.vt.edu/help_and_tutorials/4help

o For other access, talk to your Departmental Netvigaison
Your first paycheck may be a paper check if thera idelay in direct
deposit processing, and can be picked up at theaBar Office: 150
Student Services Building. You can call 540/231-6®ith any questions
or accessvww.bursar.vt.edu

Electronic versions of the policies referencedhiis handbook can be accessed
via the Internet. If you need computer or Interaetess, you may use any
Employee Connect computer on campus to view thedieigs. Additionally,
you may request information about the policies apgy copies from your
supervisor, departmental Office Administrator, dre t Human Resources
Department.

For a complete listing of all policies in effect ®irginia Tech, visit

www.policies.vt.edu

For a complete listing of all policies affectingfftemployees of the

Commonwealth of Virginia, visit

www.dhrm.state.va.us/hrpolicy/policy.html




Charles W. Steger, President

210 Burruss Hall (0131)
Blacksburg, Virginia 24061
540/231-6231 Fax: 540/231-4265
E-mail: president@vt.edu

Dear Virginia Tech Staff Member:

If you are reading this handbook for the first timea new employee to Virgir
Tech, | welcome you and hope your contributiaos this university will
continue for years to come and that you will gromfessionally as well
personally during your employment here. If you areurrent employee, n
hope is that your good work and commitment to \fii@iTech are a source
prideto you. I'm sure that you will want to continue develop and share yo
talents with our university community so that wen caffectively serve oL
students, faculty, and staff.

Virginia Tech is a good place to work. We are anatgpportunity employ:
committed to the fair treatment of our valued parsd. Our commitment
diversity and inclusiveness iaffirmed in the Virginia Tech Principles
Community. We have implemented a smdiee environment and strong
enforce a drug-free environment armle pursuing a number of camg
sustainability initiatives. We support and workvsod a clean environment. V
view harassment of all types very seriously and enakery effort to address
directly and immediately. We endeavor to provide thtest tecnology to
improve efficiency and effectiveness. We believe ijob-related
education/training and we financially support emples in their caree
development through educational opportunities sashtuition waiver an
tuition reimbursement programs. In addition, we éhan HEnployees’'Spouse
and Dependent Scholarship Prograffe also support staff participation in t
governance system, which enables you to have & \mitssues that affect tl
Virginia Tech community.

The employee handbook provides legsolicies and procedures applying to )
as a Virginia Tech employee. It can serve as aegtodhelp you understal
working conditions, compensation, benefits and yrgiits and responsibilitie
If you have any questions about this handbookgé youto contact the Huma
Resources Department for clarification and assigtan

Thank you for your valued contribution.

Sincerely,

Charles W. Steger
President

Invent the Future

VIRGINIA POLYTECHNIC INSTITUTE AND STATE UNIVERSITY

Employment Dispute Resolution (DEDR) in Richmond fieore information or
advice on the grievance procedure — visitw.edr.state.va.us/index.htmcall 1-
888-23ADVICE.

LEAVING THE UNIVERSITY

We certainly hope that you have a long, producthappy career at Virginia
Tech. If, however, there comes a time when youdeamployment with us, there
are some important things you will need to knowwkoansitioning out of our
workforce.

GIVING NOTICE OF RESIGNATION

It is good common business practice to provideeastl two weeks’ notice when
you plan to resign from your position. You may siitben letter of resignation
directly to your supervisor, stating your intentdathe effective date of your
resignation. Depending on the situation, your jelmd the needs of your
department, it may be beneficial to us if you abdeao give more than two
weeks’ notice. You are encouraged to discuss thits your supervisor.

RETURN OF VIRGINIA TECH PROPERTY
When you leave the university, you will need tairetall Virginia Tech property

to the proper people or departments before youeleBelow is a non-inclusive
listing of common items and to whom they shoulddterned:

Parking Pass — return to supervisor or ParkingiSesv

Hokie Passport — return to supervisor or Hokie pasoffice
Keys — return to supervisor

Cell phones, pagers, computer equipment — retusapervisor
Uniforms, tools — return to supervisor

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

BENEFITS

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

For questions about continuation of your coverdgeugh COBRA, retirement,
or other benefits-related questions, you may c&ll/331-9331 and ask to speak
with someone in the Benefits department.

LAST PAYCHECK AND LEAVE PAYOUT

You will receive your last paycheck for the daysrkeml in your last pay period
as per our regular pay period and pay date schedDle the following pay date,
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Disciplinary Action
Disciplinary action in the form of a Written Noticeay be taken in response to

the commission of offenses. The issuance of a &vrilfotice may also include
suspension, transfer, demotion with a disciplireahary action, or termination.

Written Notice

The Written Notice Fornstates the offense and resulting disciplinary actand
includes a reference to the employee’s right tewgrithe action. If a Written
Notice is issued to you, you sign the form andgven the original. A copy of
the form is forwarded to Human Resources for plamdmn your official
personnel file. Your signature does not signify ryoagreement with the
information provided, but rather acknowledges thatas issued to you.

Information on the active life of written noticetheir cumulative nature, and
potential for impacting performance evaluationgrigvided in theStandards of
Conductpolicy.

Suspensions

Suspension occurs when you are placed on leaveutiftay from work due to
disciplinary action taken by management. Suspessioay also be usedith

pay and/or without pay(depending on the circumstances and length of

suspension), to remove an employee from the wotkpfzending investigation
related to the employee’s own personal conducthen workplace or due to a
pending court action. Additional details relating suspensions relative to
investigation or court action, as well as thoseneamted to disciplinary action, are
provided in theStandards of Condugilicy.

If you are placed on suspension, you normally ndt be allowed access to your
worksite, and will not be allowed to work exceptfudfill previously scheduled
court obligations. You may, however, still access/iges in Human Resources,
including filing and processing a grievance.

EMPLOYEE GRIEVANCE PROCEDURE

The grievance procedure is a process through whimh may bring your
complaints officially to your immediate supervisand/or to higher levels of
management.

Once you have completed your probationary periai) flave access to the
Employee Grievance Procedure to address work-telewenplaints or disputes.
Probationary and hourly wage employees do not fmeoess to the grievance
procedure. A grievance must be initiated withinc3lendar days of the event or
action giving rise to the grievance. There are al$ernative dispute resolution
mechanisms available to you for resolving comptai(see Conflict Resolution)

The Employee Grievance Procedure Manigbvailable from Human Resources
and may be accessed on the websitenatv.hr.vt.edu For assistance, contact
Human Resources at 540/231-9331. You may also cbtita Department of
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STATEMENT OF MISSION AND PURPOSE

Virginia Polytechnic Institute and State University a public land-grant

university serving the Commonwealth of Virginiagtimation, and the world

community. The discovery and dissemination of newvdedge are central to
its mission. Through its focus on teaching andriewy, research, and outreach,
the university creates, conveys, and applies krmgdeto expand personal
growth and opportunity, advance social and commgudiévelopment, foster

economic competitiveness, and improve the quafitife

The full text of Virginia Tech’s Mission Statemeantd Vision is available on
the President’s website @ivw.president.vt.edu/mission.php

ABOUT VIRGINIA TECH

Founded in 1872 as a land-grant college named nagiAgricultural and
Mechanical College, Virginia Tech is now a comprediee, innovative research
university with the largest number of degree offgs in Virginia, more than
100 campus buildings, a 2,600-acre main campusgasffpus educational
facilities in six regions, a study-abroad site wit3erland, and a 1,700-acre
agriculture research farm near the main campuscahgus proper is located in
Montgomery County, 38 miles southwest of Roanoke¢he New River Valley.
Through a combination of its three missions of &g and learning, research
and discovery, and outreach and engagement, Vérgiach continually strives
to accomplish the charge of its motto: Ut Pro§ithat | May Serve).

Enroliment

Virginia Tech has 28,259 students on-campus, anadaitional 2,480 students
enrolled at off-campus locations; 83.3 percentwuargergraduate students; 16.7
percent are graduate students; 57.4 percent aee 4&b percent are female.

Admissions

Virginia Tech received 20,756 applications for tial 2008 freshman class.
The typical fall 2008 freshman had a high schoaldgr point average of 3.86
with a middle range of 3.62 to 4.08. The averagawative SAT reasoning test
score was 1238 with a range of 1150 to 1320.

Faculty and Staff

Virginia Tech currently employs approximately 2,11ifl- and part- time
Teaching and Research faculty, 147 Senior Admatists, 931 Managers and
Professional Faculty - on and off campus. In addijtiVirginia Tech employs
2,994 full- and part-time classified staff and &a#- and part-time university
staff, on- and off- campus. In addition, Virgifiach employs student and non-
student wage employees on- and off-campus.
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Alumni
There are more than 202,000 living Virginia Technahi, from every state and
133 countries, including the United States.

Board of Visitors
A board of visitors oversees Virginia Tech’s opinas, made up of 13 members
appointed by the governor of Virginia, and headg@ bector.

Instruction

The university offers bachelor's degree programsoutih its seven
undergraduate academic colleges: Agriculture arfd Sciences, Architecture
and Urban Studies, Engineering, Liberal Arts andmido Sciences, Natural
Resources, Pamplin College of Business, and Scie@oethe postgraduate
level, the university offers master's and doctalegree programs through the
Graduate School and a professional degree from \thiginia-Maryland
Regional College of Veterinary Medicine.

Research

The university generated $366.9 million for reshaptograms in fiscal year
2007, ranking it 42nd in the nation. Each year, gWila Tech receives
significant external support for research, insinrgt Extension, and public
service projects. In the most recent fiscal ye@07208), the university received
more than 1,950 awards to conduct research. Sugporthese projects
originates from an ever-expanding base of spon3aday, nearly 775 sponsors
fund more than 3,500 active projects. Researchersup new discoveries in
agriculture, biotechnology, information and comnuation technology,
transportation, energy management (including lesiderin fuel-cell technology
and power electronics), and a wide range of othgimeering, scientific, social
science, and creative fields. This research le83gatents and 17 licenses in
calendar year 2007.

The Virginia Tech Corporate Research Center offefgportunities for

businesses to establish close working relationskifie the university and
nurtures entrepreneurs with new inventions and Idpweents. Located on 120
acres adjacent to the main campus, the centerstensi25 buildings (with one
more under construction) housing more than 130 @mieg with approximately
2,000 employees.

Outreach and International Affairs

Outreach and International Affairs, which spearlsetiee university's outreach
mission, encompasses a number of university-widgnams. These programs
include the Center for European Studies and Archite in Switzerland;

Commonwealth Campus Centers in Southwest Virgitiampton Roads,

Richmond, and Roanoke; the Office of Economic Depmrlent; the Office of

International Research, Education, and Developmémtiuding Education

Abroad and applied research programs in develomiagntries; Outreach
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Removals Due to Circumstances Preventing You From
Performing Your Job

If you are unable to meet the working conditionsyotir employment due to
circumstances such as those listed below, you nmeayemoved from your
position. Reasons for such removal are referentéuki policy.

Prior to any such removal, your supervisor willifyoyou, verbally or in writing,
of the reasons for such a removal, giving you aorable opportunity to respond
to the charges. Normally, 24 hours is viewed asasonable timeframe. Final
notification of removal will be via memorandum etter, not by a Written Notice
Form.

Unacceptable Standards of Conduct (Offenses)

The Standards of Conduqgtolicy references offenses considered unacceptable
conduct, grouped into three levels of severity (@rd, 11 and Ill offenses). The
offenses referenced in the policy are not all-isnle but are given as examples
of unacceptable behavior for which disciplinary i@ct may be taken.
Accordingly, any offense that, in the judgment aduy Department Head,
undermines the effectiveness of the department eagonsidered unacceptable
and treated in a manner consistent with the prongsof this section.

The violation of any state or university policy magult in disciplinary action. If
you are found in violation of any policy, or paitiating in discrimination on the
basis of race, color, religion, national origin lifical affiliation, sex (including
sexual harassment), age, veteran status, sexeatation, or physical and mental
disability, except where a bona fide occupationallidication exists, you may be
counseled or disciplined with either a Group I, dir 1ll Written Notice,
depending on the specific facts and circumstanseeinding the incident. You
are responsible for being aware of all applicatdéesand university policies.

Group Level Offenses

Group | offenses include types of behavior lesesein nature but which require
correction in the interest of maintaining a prodeectand well-managed work
force. The normal disciplinary action for a Groupffense is the issuance of a
Written Notice

Group Il offenses include performance issues andkinglated behavior that are
more severe in nature than those defined as Groftfprises. If issued a Group Il
Written Notice, you may also be suspended up towterkdays without pay. A
second active Group Il offense normally should watrrremoval from your
position.

Group 11l offenses include performance issues aatkwelated behavior of such
a serious nature that a first occurrence normadgrants removal.
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to October 24. About a month after you begin yalr, jand then at the beginning
of the annual performance cycle, your supervisoukhidentify and discuss with
you the responsibilities and performance expectatiof your position. Your
supervisor will also discuss factors that may iefice your performance and any
developmental activities that will help improve yoperformance and results.
These expectations are documented Fmmm P112 (Performance Plan and
Evaluation) and should be jointly reviewed periodically thgbout the
performance cycle.

UNACCEPTABLE CONDUCT AND PERFORMANCE

The processes established for correcting condupedormance concerns apply
to full-time, part-time, and restricted classifiemhd staff employee. These
processes are not applicable to faculty, probatioeanployees, or hourly wage
employees. In counseling and dealing with perfortegoroblems with regard to
non-covered employees, Virginia Tech will consitlee standards provided in
this policy as a guide for dealing with unaccematbnduct. The&Standards of
Conductpolicy, referenced frequently in this section, ¢tenfound in its entirety
athttp://www.dhrm.state.va.us/hrpolicy/web/poll_66ht

When a situation exists where unacceptable conducperformance exists,
informal or formal corrective action steps may laken, depending on the
severity of the situation. Informal corrective actimay take the form of a
counseling session, referral to the Employee Aastet Program (EAP) or the
issuance of a counseling memorandum or letteroResence improvement needs
may be formally documented through use of the risohglinary Notice of
Improvement Needed (Form P-142), giving you theaspymity to demonstrate
improved results before any disciplinary actionididbecome necessary. Formal
disciplinary action is accomplished by the issuaofca Written Notice While we
hope that most performance and behavior problemsbea resolved through
informal counseling sessions, they are not requie@doccur before formal
disciplinary action is taken.

If you have questions regarding the applicationStdndards of Conduci/ou
may contact the Virginia Tech Human Resources Depant at 540/231-9331 or
the state Department of Human Resource ManagendiRI{) at 804/225-
2131. All information and processes dealing withf@@nance management are
based on the guidelines and policy set forth indtate’sStandards of Conduct

Palicy.

General Procedures

Discipline under theStandards of Conduetill not be based on any employee’s
race, color, religion, national origin, politicaffidaation, sex, age, veteran status,
sexual orientation or physical or mental disahiliBorrective actions should be
timely, fair, and consistently applied. Thetandards of Conduct Policys
designed to protect the well-being and rights btalvered employees, to assure
safe, efficient operations, and to assure compdiavith law.
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Fellows; Southside Outreach Programs, including Itfsditute for Advanced

Learning and Research in Danville and Reynolds Haeael in Patrick County;
and Outreach Program Development, including thetéZefor Organizational

and Technological Advancement, Continuing and Rs¥mal Education,

English Language Institute, The Hotel Roanoke & fémence Center, Outreach
Program Services, Service-Learning Center, Theatrwirginia Tech & Skelton

Conference Center, and Upward Bound/Talent Search.

Off-campus Facilities

Virginia Tech has a number of facilities locatedoss the Commonwealth and
one facility in Europe. These include the MariorPdat Scott Equine Medical
Center in Leesburg; several locations in the Viaifiech National Capital
Region; Hampton Roads Center in Virginia Beach;gWia Tech Roanoke
Center; Virginia Tech Richmond Center; and Virgifiiech Southwest Center in
Abingdon. Virginia Tech also owns and maintains enter for European
Studies and Architecture in Riva San Vitale, Switaed, which is part of the
university's study abroad program. Tech owns TheteHd&Roanoke &
Conference Center, which it uses for academic progr continuing education,
seminars, and conferences.

Extension

Virginia Cooperative Extension is a dynamic orgatian that stimulates
positive personal and societal change, leadingdremroductive lives, families,
farms, and forests, as well as a better environntextension responds to the
needs of individuals, families, groups, and orgamims with educational
programs in three broad areas: agriculture andraatesources, family and
consumer sciences, and 4-H youth development.

Extension, operated jointly in the commonwealthMvinginia Tech and Virginia
State University, has been helping people imprdwedr teconomic, cultural, and
social well-being for more than 90 years. And whi&tension has a long
history of helping make America's agricultural peleise more productive and
economical, it also does important work in theestatirban and rural areas —
from helping expectant mothers learn healthy riatrétl practices to counseling
families in financial distress. With 107 city/coyniffices and tens of thousands
of volunteers, Extension's non-formal educationefigshh more than 1 million
participants annually. Extension has touched \iguavery life in the state in
some way.

Extension is a product of cooperation among locgthte, and federal
governments in partnership with thousands of aiszevho, through local
Extension Leadership Councils, help design, implemeand evaluate
Cooperative Extension's needs-driven programs.
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UNIVERSITY MAIL SERVICE

It is policy that the University Mail Service, incding on-campus mail, is for
official university correspondence only. You shoualot use the mail service for
personal correspondence, advertising, or massngaili

L ONG DISTANCE PHONE CALLS

University Telecommunications Systems are for @ficse. Personal use of the
university long distance services is strictly phited and is considered misuse of
state resources. Check with your departmental ddirative office about the
procedures for verifying long distance chargefficial university business.

VISITORS/CHILDREN IN THE WORKPLACE

You should obtain approval from your Department ¢Haa to whether you may
have visitors, including children, in the workplaoe short-term or brief periods
of time and if there are any conditions or stipolas. Children, if permitted to
visit the workplace, must be accompanied by antaduwll times.

PERFORMANCE M ANAGEMENT

It is our objective to promote the well-being ofr@mployees in the workplace
and to maintain high standards of professional aondnd work performance.
Effective job performance is very important to ysuccess at Virginia Tech, and
performance management should be a proactive pshipebetween you and
your supervisor.

EXPECTATIONS OF YOU AND Y OUR SUPERVISOR

You are expected to apply yourself to your assigdetles during the full

schedule we compensate you for. You are expecteditte by all university and
state policies and to meet established performatandards. Conditions or
circumstances that prevent you from performing affely or completing your

assigned tasks should be reported to your superagsthey become known. You
should bring unclear instructions or proceduresydor supervisor's attention
promptly for clarification.

Your supervisor should assist you in understandivg goals, objectives, and
performance standards of your position as well asrkplace conduct
expectations. Your supervisor should provide yogoamg feedback on your
work and results. He or she should also be awareamyf inadequate or
unsatisfactory work performance or behavior on ypart and attempt to work
with you to support improvements and correct thaceeptable performance or
behavior immediately.

ToOOLS AND APPROACHES

In the first week of employment, your supervisoodd provide you with a
position description and performance expectatidi®e position description is
documented in PeopleAdmin. The annual performagcteds from October 25
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The Freedom of Information Acprovides that you may have access to
information contained in your personnel recordghwhe exception of mental
health and medical records when the treating plarsibias indicated that a
review of such records might be injurious to yoealth.

ONYOUR JOB

If you have any questions, problems, or concernewlou are employed at the
university, contact your supervisor first. Your swmgsor is a source of
information and usually can resolve your concenriskdy and efficiently, or can

assist you in obtaining the answer.

Your supervisor assigns work to you and is theqerssponsible for ensuring its
completion. If you have questions about methodprimrities in your work, you
should ask your supervisor for clarification.

TIMELY AND REGULAR ATTENDANCE

You should report to work as scheduled and notdyrysupervisor as soon as
possible if you must arrive late or miss work faoryaeason. Failure to report
according to your department's attendance requingsnemay result in
disciplinary action.

HOURS OFWORK

Full-time employees are paid a salary based uponhdrs of work per
workweek. Our standard public service hours forrtten campus in Blacksburg
are normally 8 a.m. — 5 p.m., Monday through Fridagpartments are expected
to provide service to the public, students, fagudtyd staff throughout this period.
Department Heads may approve alternate work schedhiat differ from the
standard workweek, if necessary to meet departthemtads. For more
information, refer to thédours of Work Information on breaks, lunch periods,
and alternate work schedules is also provided érHiburs of Work PolicyYou
are responsible for the accurate reporting of ymurs worked each workweek.

APPEARANCE/PROPER ATTIRE

Department heads may set reasonable standardsrdperpattire based upon
work-related needs.

SMOKING PoLicy

Smoking is not permitted within facilities owned leased by the university, nor
in university-owned vehicles. Exceptions to thei@olinvolve residential and
special-purpose housing.
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If you are required to obtain a Commercial Drivetieense (CDL) for your
position, you will be tested for alcohol and dragghe time of employment. You
will also be subject to random selection for tegiim a regular basis.

GIFTS, GRATUITIES , OR REWARDS

As a state employee, you are in a position of putslist and therefore cannot
accept gifts, gratuities, favors, or rewards fory aervices you perform in
connection with your position. It also is unlawfidr you to solicit, offer, or
accept any money or anything of value in exchaongarf appointment, selection
for a position at a higher salary grade, or spami@ilege with any state agency.
If this policy is violated, you may be subject tsaplinary action under the
Standards of Conduct Policy 1,60p to and including termination. Virginia
Tech'’s Purchasing Department provides more detéifetmation onStandards
of Conduct and Ethicen their website.

INTELLECTUAL PROPERTIES PoOLICY
We recognize that, although employed by the stainy employees work on
projects or develop materials that also have wotitside of state government.
Relevant to this issue, you are governed byuh#&ersity Policy on Intellectual
Properties 13000

PoLITICAL ACTIVITY

Political activities of employees in state agenclest are funded in whole or in
part by federal funds, including loans or grantg, subject to the conditions of
the Hatch Act a federal law limiting political activities of gernment
employees. The act was modified in 1997, giving leyges greater latitude to
participate in approved political activities.

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

PRIVACY OF RECORDS

Your personnel record, maintained by Human Resauiisethe property of the
Commonwealth. The contents of your personnel fikeyrbe disclosed only as
provided in theFreedom of Information A@nd theGovernment Data Collection
and Dissemination Practices Adf.you apply for credit of any kind that will
require a credit check or other investigation, yoill need to give written

authorization to Human Resources to release whaiefagmation is required.
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ADDITIONAL /OUTSIDE EMPLOYMENT

During the hours you are employed to work at Vii@ifech,you may not
engage in other employment with other state ageraién any private business.
If you work somewhere else in any capacity outsideyour normal work
schedule with Virginia Tech, the continuance of yoawtside employment is
contingent on whether the additional job affectsryaork performance in your
primary position with Virginia Tech, and whetheistin violation of theVirginia
Conflict of Interests ActYou must inform your supervisor or Department ¢Héa
you have additional/outside employment. Also, séalditional/Outside
Employment Guidelines 4070

VOLUNTEER SERVICE

Virginia Tech does accept the use of volunteer iservDepartments are
encouraged to follow guidelines for the selection aupervision of individuals
volunteering.Policy 4330 - Guidelines for the Use of Voluntedescribes the
process in detail.

Because th&air Labor Standards Acstates that non-exempt employees must be
compensated for all hours they are required or pnto work, even though
you mayvolunteerto work beyond your normally scheduled hours, ifiywe in a
non-exempt position, the department must compengate for those hours
worked. You are considered a volunteer only iffdilowing conditions are met:

services are performed for which no compensatiorreieived beyond
expenses or a nominal feand

services rendered are not the same type servie¢s/dhn are employed to
perform for the university.

PoLicy oN ALCOHOL AND OTHER DRUGS

The Commonwealth of Virginia’s Policy on Alcohol anchét Drugs prohibits
the unlawful or unauthorized manufacture, distiirut dispensation, possession,
or use of alcohol or other drugs in the workplathe drug-free policy also
prohibits an employee being at work impaired du¢htouse of alcohol or other
drugs. In addition, the policy entitles the univgrgo discipline any employee
who has been convicted of violating any criminalglfaw and certain alcoholic
beverage control laws governing driving while intated.

When you begin employment at Virginia Tech, youeree a summary of the
Commonwealth’s Policy on Alcohol and Other Druafsyour new employee
orientation and benefits enrollment session, atdeguently will receive annual
updates on the policy.

Commercial Driver's License (CDL) Drug and Alcohol
Testing

In compliance with theOmnibus Transportation Employee Testing Act of 1991
Virginia Tech maintains a program to test for alwohnd controlled substances.
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INTRODUCTION

Welcome to Virginia Tech! We are pleased you hakesen to join us as an
employee, and take pride in the quality of empley&éo are selected for
employment with us. You have likely been selectesnfamong a large pool of
applicants for your position, and have made it sastully through a highly
competitive process.

At Virginia Tech, we view our relationship with yoas a partnership. As an
employer, there are quite a number of programshkemefits we provide to you
for doing your job. In return, there are a numbkexpectations we have of you
as an employee in our organization. The purpostisfhandbook is to outline
both sides of our employment partnership, providingeference to information
you will need to know regarding what we provide avitht we expect.

If you have any questions regarding what you findthis handbook, or have
other questions relating to your employment heréidginia Tech, please do not
hesitate to contact the Human Resources Departates?t0/231-9331, or check
out the Human Resources websitevatw.hr.vt.eduWe hope your career here is
a successful and satisfying one. Again, welcome!

ABOUT VIRGINIA TECH EMPLOYMENT

Virginia Tech’s main campus is located in Blackghwirginia. We also have
satellite research and academic campus locatiods Gooperative Extension
offices throughout the state of Virginia. We emplmgople in a variety of types
of positions, as briefly described below.

Faculty Positions: Faculty employment is under gheview of the Virginia
Tech Board of Visitors, which is responsible fortadsishing faculty
employment policies. This category includes Teaghimnd Research,
Administrative and Professional, and Special ReteBaculty positions.
Classified Staff Positions: Classified employmentinder the purview of the
Commonwealth of Virginia, and all human resourcéicpes established or
revised by the state apply to this category of eyges. Classified staff are
also covered by local Virginia Tech policies.

University Staff Positions: This category of emmeywas created effective
July 1, 2006 as a result of the Higher EducatiostiReturing Act. Under the
purview of the Board of Visitors, Virginia Tech hdwe ability to determine
most human resource policies for University Staifidpendently of state
policies. These policies are subject to change.

Wage Positions: Wage positions differ from Facwahd Staff positions in
that they are not eligible for health or leave Higsieand have more limited
coverage and protections in terms of state andewsity human resources
policies.

As a state agency, Virginia Tech complies with tequirements defined for
Public Agencies by the Fair Labor Standards Act3R). More information on
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public agency requirements under the FLSA is predidonline by the
Department of Labor

HIGHER EDUCATION RESTRUCTURING

As a result of legislation adopted by the Virgifd@neral Assembly, Virginia
Tech is one of three institutions of higher edwratturrently undergoing a staff
restructuring initiative.

Effective July 1, 2006, the university began hirisglaried staff employees as
University Staff. Therefore, we now have two growgfssalaried non-faculty

employees: those covered by the Virginia Persomketl and State Human

Resource policies (Classified Staff) and those mveinder University Human

Resource policies (University Staff).

Virginia Tech salaried staff employees who werediprior to July 1, 2006, will

remain Classified Staff even if they receive transfor promotions to other
Virginia Tech Staff positions. However, with thevééopment of new Human
Resource policies and procedures, classified erapkyave the opportunity to
become University Staff under the University’s HumResource system. During
transfers/promotions within Virginia Tech and dgrithe university’s open-

enrollment period (at least once every two yedtissified Staff will be given

the opportunity to convert to University Staff. | Aew salaried staff employees,
including transfers from other state agencies,dhoe or after July 1, 2006, are
hired as University Staff and will be covered untdeiversity Human Resource
policies.

The policies and information referenced in this diaok apply to all full- and
part-time salaried Classified and University Stafiployees.

PRINCIPLES OF COMMUNITY

The "Virginia Tech Principles of Community" werefighed by the board of
visitors March 14, 2005.

Virginia Tech is a public land-grant university, nemitted to teaching and
learning, research, and outreach to the Commontwedllirginia, the nation,
and the world community. Learning from the expecesnthat shape Virginia
Tech as an institution, we acknowledge those asp#abur legacy that reflected
bias and exclusion. Therefore, we adopt and peadkie following principles as
fundamental to our on-going efforts to increaseeas@nd inclusion and to create
a community that nurtures learning and growth fbofits members:

We affirm the inherent dignity and value of every person atrive to

maintain a climate for work and learning based outual respect and
understanding.

We affirm the right of each person to express thoughts aimiams freely.

We encourage open expression within a climate \fitgi sensitivity, and

mutual respect.
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If you are asked to perform a task that you feelrnisafe, notify your supervisor
of the safety problem immediately. If the unsafediton is not corrected and
you are ordered to perform the task, you may aslettemporarily assigned to a
different, non-hazardous job. If your supervisoll wot temporarily reassign you,
you may then refuse to perform the work and shouldediately call EHSS.

ACCEPTABLE USE OF COMPUTERS AT VIRGINIA TECH

Access to computer systems and networks owned enatgdl by Virginia Tech
brings with it certain responsibilities and obligats, and is granted to you only
subject to university policies, and local, stated daderal laws.Policy 7000
establishes Virginia Tech’s acceptable use of cdaerpand provides guidelines
for the proper uses of the University’s informat&ystems. In order to be granted
access to VT systems through creating a Persomaltifigr (PID), you must
acknowledge acceptance of thW@ginia Tech Acceptable Use Policyou are
also encouraged to review it periodically. You dHoalso be familiar with the
state’s policy orlUse of Internet and Electronic Communication Systéolicy
1.75) in particular, it states that no user should hang expectation of privacy
with regard to any use of state-owned equipmenthoough your university
issued accounts.

The university considers any violation of accepalde principles or guidelines
to be a serious offense and reserves the righopy end examine any files or
information resident on university systems allegaélated to unacceptable use,
and to protect its network from systems and evéimé$ threaten or degrade
operations. Violators are subject to disciplinacti@n as prescribed in the Honor
Codes, the University Policies for Student Life,daamployee handbooks.
Offenders also may be prosecuted under laws inmdu¢lut not limited to) the
Communications Act of 1934 (amended), the Familjudadional Rights and
Privacy Act of 1974, the Computer Fraud and Abustdk 1986, The Computer
Virus Eradication Act of 1989, Interstate Transptian of Stolen Property, The
Virginia Computer Crimes Act, and the Electronicn@aunications Privacy Act.
Access to the text of these laws is available thhothe Newman Library
Reference Department.

ACADEMIC YEAR APPOINTMENTS FOR STAFF EMPLOYEES

A special stafflfacademic year appointment (nindenrmonth) is a full-time staff
position with a work schedule of less than 12 memttrring the year. Department
Heads are responsible for the selection of postittnbe converted from the
standard 12-month appointment to the special teaffiacademic year position.
There are specific guidelines for the conversiom oégular full-time position to
an academic year position, referenced in VirginieeclT policy at
www.policies.vt.edu/4040.pdf
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Management may adjust your workweek schedule irerotd avoid overtime
compensation. For example, you may be asked to aorkdditional two hours
on Monday and again on Tuesday. In order to avoidveertime situation for that
workweek, your supervisor may tell you to work ofdyr hours on Thursday.

WORKPLACE HEALTH AND SAFETY

As a member of the university community, you mustow your safety
responsibilities, follow safety and health pradticerevent accidents and injuries,
communicate hazards to appropriate persons, argrdgared for emergencies
that may occur in the workplace. You must condutiversity operations in
compliance with applicable federal, state, and lleegulations, and University
requirements. Every department is expected to grdke safety and health of
university employees, students, and visitors to m#n The Virginia Tech
Department of Environmental, Health and Safety es/(EHSS) works closely
with departments, safety committees, employees, sitndents throughout the
university to ensure compliance with these requiets

As an employee, you are expected to follow all theahd safety rules, programs
and procedures, and refrain from operating anypement without both proper
instruction and authorization from your supervigesr more information on your
responsibilities, reviewdJniversity Health and Safety Policy 10@% contact
EHSS directly.

EHSS programs and policies should be consultectterahine the requirements
for specific operations. A complete list of progsaand policies may be obtained
directly from EHSS at 459 Tech Center Drive in Health & Safety Building or
downloaded fronwww.ehss.vt.edu

As an employee of Virginia Tech and the Commonvealt Virginia, it is
important to be aware of and prepared for emergsnci The

Commonwealth’s Department of Emergency Managenerttelpful

resource for information about emergency preparssifexecutive Order 44
(2007) requires all employees to complete the online salerrorism and
Security Awareness Orientation Part |

Employee Rights

According to OSHA regulations, you may requestrpéction or evaluation of
conditions that you believe may constitute a heaitlsafety hazard at any time.
You are encouraged to discuss your safety conaegithsyour supervisor prior to

making such a request. You may also call EHSS i have any questions
regarding health and safety matters related to goployment at Virginia Tech.

If you request a confidential inspection by EHS8uryname will not appear on
any record published, released, or made availabtee public, your immediate
supervisor, or department head. You have the tmhéport unsafe or unhealthy
conditions without retaliation on the part of artii@r person.
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We affirm the value of human diversity because it enrichegdives and the
University. We acknowledge and respect our diffeesnwhile affirming our
common humanity.

We rejectall forms of prejudice and discrimination, inclodithose based on
age, color, disability, gender, national origin,lipeal affiliation, race,
religion, sexual orientation, and veteran statue Ya&ke individual and
collective responsibility for helping to eliminalas and discrimination and
for increasing our own understanding of these sstieough education,
training, and interaction with others.

We pledgeour collective commitment to these principleshe spirit of the
Virginia Tech motto of Ut Prosim (That | May Serve)

Signed by the Rector, Board of Visitors; Presid&r¥irginia Tech; Presidents of
the Faculty Senate, Staff Senate, Student GovetnAmsociation, Graduate
Student Assembly, and Alumni Association; ChairCoimmission on Equal
Opportunity and Diversity.

Accountability for abiding by the Principles of Camnity is provided for by a
number of state and university policies and prooesiu

DIVERSITY AND MULTICULTURALISM

Virginia Tech has a strong commitment to affirmitg dignity of all persons
and reinforcing the value that varying perspecti&rd experiences bring to our
campus community. Several offices in the universggd and participate in
forwarding our diversity and multiculturalism iratives:

Office of Multicultural Affairs: www.multicultural.vt.edu332 Burruss Hall,
540/231-1820

Office of Equity and Inclusionvww.oei.vt.edu336 Burruss Hall, 540/231-
7500

VT Women’'s Centerwww.womenscenter.vt.ed@206 Washington Street,
540/231-7806

Disability Serviceswww.ssd.vt.edul50 Henderson Hall, 540/231-3788
ADA Services: http://www.ada.vt.edu Southgate Center, Suite 148
540/231-4638

Cranwell International Centewww.uusa.vt.edu/cranweltnd of Clay Street,
540/231-6527

You can find more information about our diversitydamulticultural initiatives at
www.diversity.vt.eduThere are also a number of organizations availédl staff
participation, any of which you can contact dingddbr more information (you
can find current contact information on the Offioé Multicultural Affairs

website). These organizations include:

Black Faculty and Staff Caucus
Hispanic Faculty Staff Caucus
Lesbian, Gay, Bisexual, and Transgender Caucus

3 Rev January, 2009



EQUAL EMPLOYMENT OPPORTUNITY (EEO) AND AFFIRMATIVE
ACTION AT VIRGINIA TECH

Virginia Tech does not discriminate against empésyestudents, or applicants on
the basis of race, sex, disability, age, veteraust national origin, religion,
political affiliation, or sexual orientation. Vingia Tech Anti-Discrimination and
Harassment Prevention PolicyRolicy 1025 prohibits discrimination or
harassment on any of these bases.

HARASSMENT OR DISCRIMINATION COMPLAINTS OR CONCERNS

If you have any questions abadablicy 1025 or if you believe you have been
discriminated against or harassed in violationhdf Policy, we encourage you to
contact the Office for Equity and Inclusion (OER %40/231-7500 or TTY

540/231-9460 for an initial appointment. OEI casistsyou in using informal

approaches, or support you in filing a formal coanl In order to file a formal

complaint, you must use the OEI's complaint fornd asubmit the complaint

within 300 days of the act alleged. For more infation, call the Office of

Equity and Inclusion or visit its websitewatvw.oei.vt.edu

As an employee, you also have access to statederdieresources such as those
listed below. Complaints with these agencies madiled within 300 days of the
alleged act of discrimination or harassment.

Equal Employment Services, Virginia Department ohtdn Resources
Management (for staff only), 800/533-1414,
www.dhrm.virginia.gov/employeerelations.html

Virginia Human Rights Council (available to all elayees), 804/225-2292,
http://chr.vipnet.org

Equal Employment Opportunity Commission (availablall employees),
800/634-1947www.EEOC.gov

Virginia Tech is subject to Titles VI and VII of éhCivil Rights Act of 1964,

Title IX of the Education Amendments of 1972, Sewsi 503 and 504 of the
Rehabilitation Act of 1973, the Americans with Dbgdies Act of 1990, the Age

Discrimination in Employment Act, the Vietnam Eraetérans' Readjustment
Assistant Act of 1974, the Federal Executive Ord&f46, Virginia's State
Executive Order Number Two, and all other rules amadulations that are
applicable.

CAMPUS AND WORKPLACE VIOLENCE PREVENTION

Virginia Tech will not tolerate acts of violence bpstility committed by or
against employees, students, contractual workersinteers, visitors, or other
third parties on university owned, controlled, @aded properties, or while
conducting university business at another location.
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disability, age, veteran status, national origaligion, political affiliation, sexual
orientation, or physical or mental disability, emtewhere a bona fide
occupational qualification exists, you are encoachgo file a discrimination
complaint with theVirginia Tech Office of Equity and Inclusiat 540/231-7500
or the Office of Equal Employment Servicés the Department of Human
Resource Management at 1-800-533-1414. For addltioformation on equal
opportunity, see theéequal Employment Opportunity (EEGyection of this
handbook.

FAIR LABOR STANDARDS ACT (FLSA)

The Fair Labor Standards Ac{FLSA) defines minimum wages and overtime
compensation requirements for employers. With mkdarovertime, it requires
that employees (except those considered exempttfiertaw) be compensated at
one-and-one-half times their regular hourly rate&oy hours worked in excess
of 40 in a workweek. Overtime may be compensateshimed leave or pay. The
official workweek at Virginia Tech is defined asdnight Friday to midnight
Friday.

Exempt Employees

An exempt employee is exempt from the both the mumh wage and overtime
requirements of the Fair Labor Standards Act (FLSExempt employees
include those whose primary duties are executikafepsional, administrative, or
computer-related and who are paid on a salariets.b@ke FLSA requires the
exempt or non-exempt status of any particular eyggdo be determined based
on whether duties, responsibilities, and salarytnadlethe requirements of the
appropriate sections of the regulations. Certainplepees, such as law
enforcement employees, are partially exempt froenatertime requirements of
the FLSA. For more information about how FLSA Glides affect exempt
employees, or for information on how to report epiioper deduction, you may
refer toUniversity Policy 4320: Guidelines for the Fair L@bStandards Act

Non-Exempt Employees

A non-exempt employee is covered by the provisiafisthe Fair Labor
Standards Actand is required to be paid at least minimum wagd be
compensated at time-and-one-half for all hours wdrlexceeding 40 in a
workweek.

Overtime

If you are working in a non-exempt position, youshwork overtime hours as
directed by your supervisor or management; howenen-exempt employees
should not work overtime without advance approvahf the supervisor. If you
take it upon yourself to work overtime hours withguor approval, you may be
subject to disciplinary action. Additional inform@t on overtime may be found
in Guidelines for the Fair Labor Standards Act Polit320
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ACCOUNTABILITY AND FAIR COMPENSATION

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

Therefore, your pay will be reduced or you willfdaced on leave-without-pay if
you are absent from work for personal reasons cauxe of illness or injury,
even for periods of less than one day, if you arteaile to use leave balances to
cover that time. You may be unable to use leavartals because (1) you have
not requested accrued leave or your request has Oeeied, (2) you have
exhausted your leave balances, or (3) you haveahadjuest for leave-without-
pay approved. For more information on our leavecpEd, see thébsence From
Work section of this handbook.

PROBATIONARY PERIOD

When you begin university employment as a staff legg®e, you must serve a
12-month probationary period. During this perioagyuy employment can be
terminated at will. The university policy on Proloaiary Period for Salaried Staff
Employees explains the probationary period in detaluding reasons it may be
extended, and what you can expect in terms of peeoce management during
your probationary period. This policy can be refeed online at
www.policies.vt.edu/4260.pdf

If you have previously worked for the state, aréngere-employed in a staff

position, and there has been a break in your sttéce, you must serve a new
probationary period of 12 months. If you are seddor a position at a higher

salary grade, or moved to another position throlaggral transfer or demotion

during your probationary period, the time you haiready served on probation is
transferred, and you serve the remainder of thegirenary period in your new

position. Your probationary period may be extendethis circumstance at the

request of your new supervisor.

In order to be considered for promotion or trandtel position in a different
department, you must first satisfactorily complsite months of your 12-month
probationary period. Once the Human Resources ttepat has received your
completed six-monthProbationary Progress Revieferm (on which you must

have received a “Developing” or “Strong” performaneting), you may then
participate in the competitive hiring process fosted positions. You are eligible
for consideration for vacancies within your own aement within your first six

months, without restriction.

While you are in your probationary period, you arat eligible to use the
Employee Grievance Procedund at any time, you believe that there has been
discrimination in any condition of your employmebiased on race, sex,
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The university’'s employees, students, and volustearany visitor or other third
party attending a sporting, entertainment, or etioical event, or visiting an
academic or administrative office building or reside hall, are further
prohibited from carrying, maintaining, or storingfieearm or weapon on any
university facility, even if the owner has a vatidrmit, when it is not required by
the individual’'s job or in accordance with the kst university student life
policies.

The “Campus Workplace and Violence Prevention” &0b616 prohibits all of
the above actions and prohibits retaliation agangt person who, in good faith,
reports a threat or possible threat.

All members of the university community are encgech to be alert to the
possibility of violence on the part of employeestnier employees, students,
customers, and strangers. It is everyone’s respitibsito place safety as their
highest concern.

Any individual who believes there is an immediatanger to the health or safety
of any member of the university community should ttee Virginia Tech Police
at 911. Every effort will be made to protect théesaand anonymity of anyone
who comes forward with concerns about a threahac of violence.

General questions about the Campus and Workplagkente Prevention Policy
should be directed to the Virginia Tech Police Dépant 540/231-6411.

BUSINESSCONDUCT STANDARDS

Each employee makes an important contribution t® dverall success of
Virginia Tech by performing his or her job respdniliies in accordance with
university policies and procedures. The universis business standards that
provide a strong foundation of business practiocesupport the core missions of
instruction, research, and outreach. These stasdaré described in the
Statement of Business Conduct Standards.

As an employee, you are expected to ensure thatdsssactivities are conducted
properly and in compliance with various federal estdte laws. A list of all
policies in effect is located on the university’slwpage atvww.policies.vt.edu
Many important procedures are located on the weds sof the Controller’s
Office, Purchasing Office, Sponsored Programs ©ffand Human Resources
Office and will be updated as policies change.

REPORTING SUSPECTED FRAUDULENT ACTIVITIES

As described in thdReporting Suspected Fraudulent Activities Policylidy
1040) all employees have a responsibility to reportpseted fraudulent
activities. Any fraud or abuse concerns within Viig Tech should be reported
immediately to one of the following:
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Virginia Tech Internal Audit and Management Sersideepartment,
540/231-4744.

Virginia Tech Police Department, 540/231-6411

State Employee Fraud, Waste, and Abuse Hotlin€(t723-1615.

The identity of anyone making these reports is kepffidential.

Y OUR PAY

Your salary is administered under the stat€smpensation Policy 3.0and
Performance Planning and Evaluation Policy 1.48alaries may be negotiated
for original appointments and competitively fillgdsitions. These policies also
cover other situations such as competitive offacsia-band adjustments.

Virginia Tech seeks to provide competitive compénsafor all of our positions.
Each department has the opportunity to review corsgton for their positions,
using comparative regional and internal analysegroannual basis. This section
provides you information regarding your pay as agMia Tech employee.

More detailed information on all aspects regardihg documentation and
processing of your pay may be found on the Payb@partment's website
(www.co.vt.edu/accounting_operations/payroll/indéxih or you may contact
Payroll directly at 540/231-5201.

PAY SCHEDULE

Normally, you will be paid half of your monthly sa on the first of each month
and half on the sixteenth. If a payday falls oneekend, the actual payday will
be on the preceding Friday. If a payday falls mtage holiday, the actual payday
will be the last workday immediately preceding Hudiday.

Payroll periods and corresponding pay dates aiaatkbhs:
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 onlypkk part of a pay period.

PAYCHECK DIRECT DEPOSIT AND PAY STUBS

The university requires all employees to have thair electronically deposited in
their bank. Direct deposit forms are available froor Payroll Department, and
may be completed and submitted during orientatiwrat any time during your
employment. if there is a delay in processing thectl deposit, your first
paycheck may be a physical check which you willchiepick up at the Bursar’s
Office in the Student Services Building (open fr8na.m. until 5 p.m.). If you
work at an off-campus location, you may need tqbuthe Bursar's Office with
a self-addressed, stamped envelope to have yatrp#ycheck mailed to you.
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find solutions that are best for everyone invohiadthe situation. You may
request mediation for an issue on your own, or tiemenay be referred.

Mediation is completely voluntary. No one can kguired to participate, and
you always have the ability to stop the processamt time. In mediation,
mediators will meet privately with you and the otidividual involved in your
situation and help you settle your issues in ways lyoth agree will be helpful.
Mediators do not make judgments, determine factsdecide the outcome;
instead, they facilitate discussion between padicis. In this role, they provide a
structured setting in which you can identify opsand find solutions best suited
to your situation. You can find more detailed imf@tion underConflict
Resolutioron the OEI website.

Mediation and the Grievance Process

Mediation can be used in conjunction with otherrapphes, and does not affect
your rights to file a formal complaint, a grievan@g an outside complaint. In

addition, you may request mediation at any timesneduring the course of a

grievance or other formal complaint. If the paré&gee to mediate, an extension
of the time periods for the formal complaint prac@say be granted so that the
mediation may occur.

OTHER ASSISTANCE FORWORK RELATED |SSUES

You may contact Employee Relations in the HumaroRe®s office for answers
to your questions regarding policies and procedysesformance management
and other workplace issues. If you need assistavitte a workplace conflict
issue, disciplinary action or accessing the grieegorocess, Employee Relations
can assist you. Simply call 540/231-9331.

If you need assistance for an issue and prefeedoeast assistance other than
through Human Resources or the Virginia Tech MéatiatProgram, the
Department of Employment Dispute Resolution (DED®RRpavailable to advise
you on work-related problems, the use of the grieegorocedure and mediation.
The Department also assists employees and maniagexgloring other options
for resolving work-related conflict. They may becbed at 804/786-7994 or toll-
free in Virginia at 1-888-232-3842.

Y OUR EMPLOYMENT —GENERAL EXPECTATIONS

There are a number of general policies and proesdywu need to be aware of
relating to expectations of you in your employmanYirginia Tech. This section
provides guidance in areas related to overall etieas of all Virginia Tech
staff employees. All Virginia Tech policies are mained and posted online at
www.policies.vt.edu  and state policies can be found at
www.dhrm.state.va.us/hrpolicy/policy.html
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Course of Virginia Tech. Check out these websites more information:
www.recsports.vt.edandwww.uusa.vt.edu/recreation

ATHLETIC TICKETS

Many of Virginia Tech’s athletic sporting eventseaopen for free general
admission. Tickets are issued for all football #adketball games, and you can
purchase them through the Athletic Ticket office byisiting
www.hokietickets.conor calling 540/231-6731 or 1-800-828-3244.

SHARED GOVERNANCE

Virginia Tech has a participatory governance systémat allows staff
representatives to participate on commissions, citbees, and the University
Council. Through this system, you have a voicessues affecting the Virginia
Tech community. Participation in the governance cpss is encouraged,
supported, and valued by the university. For mafermation, contact the staff
association in your college or administrative amacheck out the staff senate
website at www.staffsenate.vt.edwor the University Council website at
www.governance.vt.edu

EMPLOYEE SUGGESTION PROGRAM (ESP)

Virginia’'s Department of Human Resources ManageniPhitRM) maintains a
statewide employee suggestion program. You may gubuaggestions to the
DHRM for process improvement or recommendationsvags to cut the cost of
operations using thEmployee Suggestion Fordeas will be evaluated and, if
appropriate, implemented. Successful suggestionk bgi recognized with a
certificate, time off, or monetary award. For moiaformation, visit
http://esp.dhrm.virginia.gav

CONFLICT RESOLUTION —VIRGINIA TECH MEDIATION PROGRAM

The Virginia Tech Mediation Program is available &l Virginia Tech

employees. Trained members of the Virginia Tech roomity are available for
mediations on-campus or at alternative sites, tppst you in resolving
workplace issues. You can arrange mediation thrawghVediation Coordinator
at the Office of Equity and Inclusiomvvw.oeo.vt.edy by calling 540/231-7500
or TTY 540/231-9460. If you prefer, Human Resour(®$0/231-9331) or the
Virginia Tech Women’s Center (540/231-7806) carphgbu with a referral to
OEI for mediation.

About Mediation

Mediation is a voluntary, confidential process ubgdpeople who need help in
solving important issues. Mediators — trained imtlinals who do not have a
stake or an opinion in how the problem is solvedare- used to help participants
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Pay via direct deposit is available in your destgdabank account on each
payday.

Unless you elect to receive a paper pay stub, yduawtomatically receive
electronic notification of your pay stub availatyiliand have access to view and
print your pay stubs online through If you want to receive paper pay
stubs, you need to complete a request form and isitbim the Payroll Office. If
an employee does not have an email address, theollpagystem will
automatically generate a paper stub.

PAY INCREASES FORCLASSIFIED STAFF

The Governor and the General Assembly considepdissibility of pay increases
for state employees on an annual basis. All cliess$taff employees, with the
exception of employees who receive an “UnacceptBeidormance” rating, are
eligible to receive the state increase includingbptionary employees who were
hired or re-hired prior to July 25 of that year.o8B employees who receive a
rating of “Unacceptable Performance” will not bégidle for a salary increase.
Annual increases are usually effective Novembeiin2éhe years that they are
granted. State-approved pay increases may be sulpeother policy or
procedural guidelines as stipulated by the Goveraad/or the General
Assembly.

PAY INCREASES FORUNIVERSITY STAFF

The Board of Visitors considers the possibility pérformance-based pay
increases for all university staff. All universitgtaff employees, with the
exception of employees who receive an “UnacceptBildormance” rating, are
eligible for performance-based pay increases, dioty probationary employees
who were hired or re-hired prior to July 25 of thyaar. Those employees who
receive a rating of “Unacceptable Performance” wit be eligible for a salary
increase. The actual percentage increase for gegdowho receive one of the
following ratings: Model Performance, Strong Pemfance, Developing
Performance, will vary depending on the salarydase budget but typically the
increase will be higher for employees who are rdddddel Performance” than
for employees who are rated “Strong Performancef higher for employees
rated “Strong Performance” than for employees rébe/eloping Performance.”

PAYROLL DEDUCTIONS

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

Examples of optional deductions are elections yleoose for health insurance,
accidental death and dismemberment insurance, temg-disability insurance,
flexible  reimbursement  accounts, savings bonds, tadeferred
investments/deferred compensation, parking feesCamdmonwealth of Virginia
Campaign contributions.

7 Rev January, 2009



LIENS & CHILD SUPPORT DISCLOSURE REQUIREMENTS

Virginia Tech honors tax liens, court orders, anthishments in accordance with
the state garnishment law and the fedévalge Garnishment AcA garnishment
or lien is the result of a legal procedure reqgjrihat part of a salary be withheld
for the payment of a debt. Federal and state lawhilpit the discharge of any
employee because earnings have been subjectechishyaent.

The Virginia General Assembly enacted a law in 1898upport the Department
of Social Services in their efforts to locate waoikiparents who are delinquent in
making child support payments. Under this law,es&mnployers are required to
withhold child support payments from employees’ pafnen an income
withholding order exists.

Y OUR BENEFITS

Virginia Tech provides options for comprehensivendfés coverage to our
salaried staff employees. This section provides wath an overview of
automatic and optional benefits programs we provieyou while you are
employed with us. More detailed and up-to-daterimfation specific to all of the
available benefits programs can be foundnatv.hr.vt.edu/benefitsor by calling

540/231-9331. Benefits programs are subject toghdy the state or university.

AUTOMATIC BENEFIT PROGRAMS

Group Life Insurance

You are automatically enrolled in the group lifessunance plan administered by
the Virginia Retirement System (VR&) no cost to you. This plan provides life
insurance and accidental death and dismembermsuntaimce during your active
employment. The amount of your life insurance cagerfor death from natural
causes is your annual salary rounded to the nghkiekt thousand, then doubled.

When you begin employment with the state, a beisefids named for your life
insurance coverage as provided by state law. If yosh to designate a
beneficiary for your life insurance other thanmsvided by the law above, you
must complete aDesignation of Beneficiarfform and submit it to Human
Resources.

Virginia Retirement System

You are also automatically enrolled in the statesirement program. The
Virginia Retirement Systemprovides monthly retirement benefits for all velste
employees. In order to become vested, you must fiavegears of credited VRS
service.

Workers’ Compensation

If you have an accident or experience illness mgigrom and occurring in the
course of doing your job, you may be entitled tanpensation to help offset
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exceed six hours in any single semester. Maximuedits available to part-time
employees are six per academic year, not to exteed per semester. If you are
in a leave status, you are not eligible for tuitwaiver.

For detailed requirements to pursue classes undéfornt waiver or
reimbursement, refer to the policies above or antduman Resources at
540/231-9331.

Professional Development Programs

Virginia Tech provides a number of programs for fessional development
through our Organizational and Professional Devalept program. You can find
up-to-date information on current offerings and gueons at their website:

www.uopd.vt.edu

Colleges and departments may also provide for gattend off-site professional
development seminars, workshops, or conferences. sfiould discuss requests
for these types of opportunities with your supekisvho can work with you to
determine departmental budget availability and dalieg.

DEPENDENT AND SPOUSE SCHOLARSHIP PROGRAM

While Virginia Tech does not offer discounted oriwea tuition for your
dependents, our University Development departmenesd administer a
scholarship program for dependents and spousesraoployees. They oversee
fundraising for this program, and award need- amitAdbased scholarships to
applicants. For more information, vigitvw.vtdependentscholar.vt.edu

SAVINGS BONDS

You may purchase U.S. Savings Bonds through payddbuction in
denominations ranging from $100 to $1,000. You masoll in the savings bond
program at any time through Human Resources.

COMMONWEALTH OF VIRGINIA CAMPAIGN

The Commonwealth of Virginia Campaign is a voluptacharitable donation

program for state employees. The annual VirginichTeampaign drive is

conducted in the fall. Through payroll deductiodseck, or cash donations, you
may contribute to charities and non-profit orgatimas serving one or more
regions of the Commonwealth, as well as those gdmogi eligible services

overseas. More information please contact the HRiGe Center at 540/231-
9331..

RECREATIONAL FACILITIES AND ACTIVITIES

You have access to a number of facilities and gietivas an employee, including
War Memorial Gym, the BreakZone Recreation Cen¢emture Out Program,
Burrows-Burleson Tennis Center, the VT Golf Couraed the Pete Dye River
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undue hardship. You should use accrued annual, eosapory, or overtime
leave, or leave-without-pay, for religious holidays

If you request a day off to observe a religiouside} that falls during your

normal work schedule, reasonable efforts shouldnbde to allow you time off

for the holiday. For the accommodation to be carsd, you should request
leave well in advance.

OTHER PROGRAMS AND SERVICES

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

EMPLOYEE RESOURCE CENTER

The Employee Resource Center (ERC) is located ite 948 of the Southgate
Center building. The ERC houses an employee resolilbcary, open access
computers, and health awareness resources. Thesdsara number of programs
coordinated in the ERC, including Work-Life Resasc CommonHealth

Employee Wellness Programs, Organizational andeBsiadnal Development,
and the Office of ADA Resources. Contact them ab/331-3213 for more

information, or visit their website atww.erc.vt.edu

Americans with Disabilities Act - Accommodation Rezpt

If you are a qualified employee with a disabilifggu may apply for reasonable
accommodations under tianericans with Disabilities Act (ADA) 199Bersons
with disabilities who require accommodations to fpen their jobs must
complete theADA Accommodation Request Form P124DA or Human

Resources staff is available to assist you in dantmg your request. The form
for written requests for accommodation should bew&wded to the ADA

Coordinator in Human Resources. If you have questiabout disability
definitions and qualifications, you may also cohtdaiversity ADA Services in
the Human Resources department to discuss them/2@EKU9331) or visit

www.ada.vt.edu All medical and diagnostic information will be e

confidential.

DEVELOPMENT OPPORTUNITIES

There are a number of resources available to yoydor continued personal and
career development. Educational aid and relateitipsl (Tuition Waiver and
Reimbursement Policy 48@hd Educational Leave for Employees Policy 4810
outline a variety of formal educational options énployees.

Tuition Waiver/Tuition Reimbursement

As long as you meet admission requirements and taseapproval of your
department, you may have tuition waived and/ordimlbursed tuition for up to
12 credit hours per academic year (Fall throughoB&Summer Session), not to
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wages lost during any resultant period you may feble to work. You should
report any work-related accident to your supervisomediately. If you need
medical attention for a workplace injury or illneg®u must choose a physician
from the Approved Panel of Physicianservices will then be provided at no cost
to you. If a panel physician is not available, yoa authorized to seek emergency
room treatment.

VSDP Short-Term Disability

If you were hired on or after January 1, 1999, goai covered under thérginia
Sickness and Disability Plan (VSDR¥)hich provides benefits for short-term
disability situations. Short-term disabilitcoverage provides you income
replacement of 100, 80, or 60 percent of your plpending on your length of
service, accrued leave, and duration of the dislpieriod.

If you were hired before January 1, 1999, and etedb convert from the
previous Standard Sick Leave plan to VSDP covergge, are also covered
under this VSDP Short-Term Disability benefit.

For employees hired after July 1, 2009, there asexyear waiting period before
short-term disability benefits are available.

VSDP Long-Term Disability

If you were hired on or after January 1, 1999, goali covered under thérginia
Sickness and Disability Plan (VSDPW¥hich provides benefits for long-term
disability situations. Long-term disability covemdegins after 6 months of
short-term disability coverage and provides incaepacement of 60 percent of
your pay for illness or injury lasting more thar sionths. Enhanced benefits are
available for catastrophic illness or injury, amehd-term disability benefits are
also adjusted for inflation. If an injury is worklated, the disability benefits are
integrated with your workers' compensation coverage

If you were hired before January 1, 1999, and etédb convert from the
previous Standard Sick Leave plan to VSDP covergge, are also covered
under this VSDP Long-Term Disability benefit.

OPTIONAL BENEFIT PROGRAMS

Health Insurance

Health benefit plans are available for all full-damart-time salaried staff

employees as well as for our retirees. In additiothe statewide plans available
to you, health maintenance organizations are afferecertain areas of the state.
The state generally modifies the coverage and pnasiat the beginning of each
contract year (July 1).
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The state’'s health insurance program provides rakdisurgical, hospital,
outpatient, prescription, mental health, major roelli expanded, and out of
network coverage. You may elect single membershifa) membership (covers
you and one dependent), or family membership (cowsmu and multiple
dependents). The state contributes a portion ofntleathly health insurance
premium for staff with salaried appointments ofeast 80 percent. The premium
amount that you are responsible for will be deddidtem your paycheck before
taxes, reducing your taxable income.

You may choose to make plan and/or membership @sogce every 12 months
during our open enrollment period, generally egoing. Any changes you make
to your coverage during open enrollment are effecthe following July 1. A
family status change (examples include: marriageorde, birth or adoption,
spousal employment change) also allows you to naa&bange in membership,
outside of the open enroliment period, if the rexjue processed within 31 days
after the status change. Human Resources can arguestions regarding
specific qualifying events for status changes.

Employee Assistance Program

Through your state health care coverage, the Ereplofssistance Program
(EAP) offers counseling, mental health and substaatmuse programs for you
and your covered dependents. All inquiries and aistyou make with the EAP
are completely confidential. You may self-refetttie EAP, and/or supervisors or
family members may make referrals by calling thePEa# 1-877-725-0602, a 24-
hour help line, or accessing theivebsite The Employee Relations program in
Human Resources (540/231-9331) is also availabéamsover questions regarding
or assist with referrals to the EAP.

You are granted administrative leave for your aitmeeting with an EAP-

referred counselor. You should charge any subsédines required for treatment
or assistance to appropriate leave balances, deawee-without-pay if leave

balances are not available and appointments cdmmetheduled outside of your
regular work hours.

Optional Life Insurance

You may also purchase optional life insurance, whcavailable in addition to
the automatic employer-provided group life insuen&ou may purchase
coverage with benefits up to four times your anraeslhry, to a maximum of
$500,000. Family coverage options are also avalablarious benefit levels.

Accidental Death and Dismemberment Insurance

Accidental Death and Dismemberment Insurance péional program available
to you if you are a regular salaried or restrictatployee with at least a half-time
appointment. You may purchase coverage in incresngh$5,000, with a range
of benefits form $10,000 to $250,000. Benefits pagable in addition to other
insurance that may be in effect at the time ofaident.
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In inclement weather situations, it is your resploitisy to confirm if and when to
report to work that day. Because the full detaflsmversity closings may not be
adequately provided or described in other publiclimmeyou are strongly advised
to listen to WVTF Public Radio, and then confirme thtatus by checking the
university's information lines or website listecbab.

STATE HOLIDAYS

The days listed below are observed by the stapma@mkholidays. Those marked
with asterisks (*) are nationally observed holidag®en classes are not in session
and the university is normally closed, with oelynergency personndesignated
to work. Holidays when the university is open amasses are in session, most
departments are open and employees must requestetdhe holiday off if they
desire.

* New Year's Day (January 1) *

Lee-Jackson-King Day (the Friday before the thirdniday in January)
*Martin Luther King, Jr. Day (the third Monday danuary)*
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 Novemyer

* The day after Thanksgiving Day *

* Christmas Day (December 25) *

* Any other day designated by the Governor *

Holidays that fall on a Saturday are observed enRtiday before, and holidays
that fall on a Sunday are observed the followinghbfy. If a holiday falls on one
of your scheduled days off, other than a weekenaly will be allowed
compensatory leave, which you can use within tHeing 12 months (see
compensatory leave).

Eligibility for Holiday Pay
To be eligible for holiday pay, you must either Wwanr be on paid leave on the
workdays before and after the holiday. If the hajidime is designated for a
portion of a workday, you must work or be on padJe the workdays before
and after the partial holiday. You will not be pdat any holiday if you are on
leave-without-pay for any portion of the day befdiee day after, or the day of
the actual holiday.

Accommodations for Religious Holidays

Departments should make reasonable accommodatiathdareligious needs of
our employees as long as such accommodation ddesanse the organization
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during authorized full- or partial-day closings.yibu areemergency personnel
and do not work during an authorized closing, youstruse accrued annual,
overtime, or compensatory leave for hours of tlosiog.

If you arenot designated asmergency personnglleasedo not report to work
during authorized closings. You will be paid foethours of the closing as long
as you work or are on pre-approved paid leave enwhbrkdays immediately
before and after the closing.

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

Transportation Difficulties (No Authorized Closing)

If you do not report to work as scheduled whenuheersity is open, you must
charge time missed to your available leave balaridesiever, your supervisor
may allow you up to an hour past the start of ywammal shift to report to work
during conditions of weather or transportationidifities.

If you are consideredmergency personngtou should communicate with your
supervisor well in advance of the inclement weatleason about the roads and
distance you must travel to work so that he orisheware of potential hazards
that could keep you from reaching work on time. Yaww best the conditions

and terrain you must travel to reach your work. dftgou anticipate that you may

have transportation difficulties due to inclemergather conditions when the

university is not closed, we urge you to speak wjithur supervisor about

shortening your normal work shift by using your raea leave in these

situations.

If you find yourself in a situation where you fe@ur safety is compromised, we
strongly encourage you to make reasonable anchedtahoices about coming to
work. Your decisions must, however, be communicat@tl your supervisor as
soon as possible. You should also be aware thabgesnent has the right to
determine whether the conditions were sufficientwarrant not reporting to
work.

Notification of Closing

The only official sources of information for authorized siogs, including
delayed openings, for the Blacksburg campus antlitie€ in the immediate
Blacksburg area (excluding off-campus Cooperatixéelsion offices) are the
following:

Virginia Tech Operator - 540/231-6000
Weather Hotline - 540/231-6668
Virginia Tech website: www.vt.edu
WVTF-FM - Radio Station in Roanoke, radio FM 89.1 @ 91.9

18 Rev January, 2009

Long-Term Disability Insurance

Optional Long-Term Disability insurance is avaikalbb you as regular salaried or
restricted full-time staff. You pay all premiumg fitis program and enroliment
may be at any time providing evidence of insurapilRates are based on your
age and salary. Benefits are available for 25, #B0opercent of your monthly

salary, and will be payable after the required di&@-elimination period for a

disability.

Medical Reimbursement Accounts

You are eligible to enroll in the Commonwealth’s dival reimbursement
account. This program allows you to pay certaedital care expenses with
pre-tax dollars, reducing taxes and increasinglabi@ income. The minimum
that you can set aside is $10 per pay period; gadmum is $5,000 per year.

Dependent Care Reimbursement Accounts

This program allows you to pay expenses for the chryour children, a disabled
spouse, or other invalid dependent with pre-tadad®l The minimum that you
can set aside in this account is $10 per pay petitdmaximum annual deposit
depends on your tax filing status. For married @ygés filing separately the
maximum annual deposit is $2,500, and for singkedhef household or married
filing jointly, the maximum is $5,000 per year. Yaan check the current
Flexible Benefits Plan Reference Gui@eailable in Human Resources) for more
detailed information on tax status and annual maris

Deferred Compensation Plan and Tax-Deferred Investnts

A deferred compensation plan is available to yoaugh theVirginia Retirement
SystemThis program allows you to set aside a portioryadr income through
payroll deduction into a 457(b) voluntary retirerhesavings plan, with all
contributions and earnings free from current staté federal income taxes. With
this plan, you typically defer receiving that porti of your income until
retirement, when you may be in a lower tax bracket.

Tax-Deferred Investments, also known as tax sheleuities, are also available
to all university employees. These investmentsvalou to invest a portion of
your salary in a 403(b) voluntary retirement sasgingvestment plan, also
delaying tax liabilities. ASalary-Reduction and Cash Match Agreemfarm
must be completed to start a tax-sheltered progimn both deferred
compensation and tax-deferred investments).

Cash Match Program

A companion Cash Match is available to you if ybwoase to participate in either
the 403(b) tax shelter or 457(b) deferred compémsgblans. Virginia Tech
provides a 50 percent cash match, up to $20 perpeaipd, for employees
contributing at least $10 per pay period. The castich is deposited into a
companion 401(a) investment account.
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BENEFITS COVERAGE UPON LEAVING THE UNIVERSITY

If you leave the university, you have the option donvert your group life
insurance coverage and to extend your health caneerage under the
Consolidated Omnibus Budget Reconciliation Act 886l (COBRA) If you
enroll in COBRA, you may elect to extend your healare coverage under the
state Health Benefits Program for a period of upl& months at your own
expense, without state contribution.

ABSENCE FROM WORK

Virginia Tech recognizes that there will be timelsew you will want or need to
take time off from work. There will be times youllivant to take time off for
your own recreation and leisure, and possibly tigmscannot be at work, due to
either illness or emergency. We provide severabsypf leave for you to request
to use at your discretion, as well as leave to camexpected absences. There are
also times when the university is unable to opeuaiger regular schedules and
conditions and must close or adjust our hours. Beistion of the handbook
provides you an overview of the various policiesl gmmocedures dealing with
planned and unplanned absences from work. Moreilettaand specific
information is always kept up to date \atvw.hr.vt.edu/leaver you may call
540/231-9331 with any questions.

REPORTING LEAVE

You are responsible for accurately tracking, reogydand reporting your leave
usage. Leave usage is submitted online througtLélaee Entry and Reporting
System which you can access through the Human Resowebsite. Some
departments designate a Leave Representative n&bfmofor entering leave data
for a group of employees, while some departmerlis e each individual to
enter his/her own leave data. You should discussplecific process in your area
with your supervisor. Regardless of who entersd#i, you are responsible for
confirming its accuracy and signing your leave répo

LEAVE

The following forms of leave are definedlirave Policies — General Provisions
4.30by the Department of Human Resources Managemaéstpdlicies establish

uniform procedures for you to take time off fromnkioDetails about levels of

leave accrual, leave credit, carry over, and paycah be found at

www.hr.vt.edu/leave/types/cglance

Annual Leave

As a full- or part-time salaried staff employeeuyaccrue annual leave, which
can be used for vacations and other personal reas@wur supervisor must
approve your use of annual leave in advance. Lesagarned and credited to you
at the end of each pay period. Anytime you are leaae-without-pay status, you
will not earn annual leave for that pay period. ki earned annual leave is paid
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organizations, refer tdHRM Policy 4.40, School Assistance and Volunteer
Service Leave

Leave-Without-Pay

Leave-without pay must be approved by your departnfead. You cannot
receive leave-without-pay for more than 12 calendanths, with exceptions for
the following circumstances, if approved by youpaement:

extended illness or injury (not applicable for eaydes who are participating
in the Virginia Sickness and Disability Prograraffective January 1, 1999),
active duty with the military,

specific authorized courses of study, and

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

You do not earn leave during pay periods when yeuoa leave-without-pay. If
you do not return to your position at the end afiryapproved leave-without-pay,
it could result in the termination of your employmeunder theStandards of

Conduct Polic

Educational Leave with Partial Pay

You may be allowed to use educational leave toh&rtyour education while
employed by Virginia Tech. You must have authoratfrom your Department
Head to use this type of leave. You can find mataited information irPolicy
4810: Educational Leave for Employees

AUTHORIZED CLOSINGS

Virginia Tech may have times of authorized closioginclement weather or an
emergency situation such as a power outage. Auatbrélosings may occur as
delayed openings, early closings, or full-day cigsi

Supervisor Responsibilities

Departments should have a communications planrfgri@yees to follow in the
event of emergency situations. Managers shouldipate the needs of essential
operations, especially those of employees withrradite work schedules (i.e.,
shift work and weekends); develop a plan for comicating, such as a telephone
tree; and share detailed instructions to ensurgjuade coverage and clear
communications. This is particularly important wheine identification of
emergency employees is contingent upon the ciramses of the closing and is,
thus, subject to change.

Emergency and Non-Emergency Personnel

Emergency personnedre those employees identified by their departnamnt
required to work during authorized closings. If you are designateemergency
personnelyou will be credited with compensatory leave foulmthat you work
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compensatory leave will be paid to you if you separfrom Virginia Tech
employment.

Overtime Leave

If you are working in a position which is coveréthdn-exempt”) by theFair
Labor Standards Act (FLSAyou will be compensated for overtime hours
worked, either being paid or granted overtime Iefavehose hours at the rate of
one-and-one-half times your hourly rate (for howsked in excess of 40 in a
workweek). You may accrue a maximum of 240 hourswartime leave. After
this maximum is reached, any additional overtimerkhowill be paid to you.
Unused earned overtime leave is also paid out to ifoyou separate from
Virginia Tech employment. Se@uidelines for the Fair Labor Standards Act
Policy 4320for more information.

Civil and Administrative Leave

Civil and Administrative leave is paid time off pided to you for jury duty, to
appear in some court situations as a witness usdi@poena or summons, to
attempt resolution of work-related problems, teadt work-related hearings, or
to serve on certain state councils, commissionardsy or committees. You also
may take a reasonable amount of administrativeelesss determined by your
supervisor to interview or take employment tests dther positions in state
service. Administrative leave may also be usedafdirst Employee Assistance
Program (EAP) visit. For more information aboutations qualifying for Civil
and Administrative Leave, refer BHRM Policy 4.05

Military Leave

If you are a member of any reserve component ofl& Armed Forces or the
National Guard, and are called dotive or reserve duty (including training) in
the military, you are granted up to 15 days of tenili leave with pay in each
federal fiscal year (September 30 - October 1)quialify for military leave, you
must provide your supervisor with copies of yourffiaidl orders or other
documentation from a responsible military officiebr more information on the
categories of covered military service, please actrithe Leave area at 540/231-
9331.

School Assistance and Volunteer Service Leave

School Assistance and Volunteer Service Leaveits lpave provided to you for
volunteer services within your community and scko@ach year, full time staff
employees are granted 16 hours of school assistamt&olunteer service, which
may be used to provide hands-on service to the aoritynor volunteer in public

schools.

Part-time staff are provided school assistance\ahahteer service leave based
on the proportion they work of a 40-hour week. Wrtlischool assistance and
volunteer service leave is not paid out if you sefm from Virginia Tech

employment. For more information abouapproved community service

16 Rev January, 2009

out to you if you separate from Virginia Tech empt@nt (up to the maximum
number of hours allowed, based on your length ofice).

Sick Leave

There are two sick leave plans covering salariegleyees. If you were hired
before January 1, 1999, you were able to chookereiheStandard Plaror the
Virginia Sickness and Disability Progranf you were hired on or after January
1, 1999, you automatically participate in tRi@ginia Sickness and Disability
Program

Standard Sick Leave Plan - Optional For
Employees Hired Before January 1, 1999

Employees covered under this plan accrue sick leavine rate of five hours
semi-monthly, with part-time staff accruing proponately to the percent of their
appointment. You may use sick leave for persofask or for medical related
appointments that cannot be scheduled outside tvowks. Your supervisor may
request that you provide proof of any medical appoént requiring the use of
sick leave. When possible, you should provide ysupervisor advance notice of
the need for sick leave, (i.e. scheduled surgeghidbirth).

Under theStandard Sick Leave Playou are also able to use your sick leave for
illness or death of immediate family members. Fgnsick leave, for this
purpose, may not exceed 48 hours in a calendar yaarediate family includes
spouse, parents, stepparents, children, stepchjlditdings, stepsiblings, and any
relative living with you.

If you are absent for a period exceeding your |daal@ance (resulting in leave-
without-pay), you will not continue earning siclkale for that pay period. You
also will not continue earning sick leave duringpave of absence with pay after
90 consecutive workdays. If you have five or moearg of continuous service
when your state employment ends, and you are coverder theStandard Sick
Leave Plan you will be paid for 25 percent of your unusedksieave, not to
exceed $5,000.

Virginia Sickness and Disability Program (VSDP)
- Required for Employees Hired On or After
January 1, 1999

Under theVirginia Sickness and Disability Progranyou havepersonal sick
leave available to be used throughout the calendar yearabsences due to
personal illness, injury, pregnancy and for doatisits when disability benefits
are not payable. You may not use sick leave dyseripds when short- or long-
term disability benefits are paid.

Personal sick leave will be credited to you as\a employee with the number of
hours depending on your hire date. A new bank ofgwl sick leave hours is
credited to you each year on January 10. Unusédiesave may not be carried
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forward from one calendar year to the next, not you be paid for any unused
personal sick leave if you separate from Virginech employment.

You may also use up to 33 percent of your credjgedsonal sick leave for
immediate family illness as provided under the Harand Medical Leave Act
(FMLA). Your immediate family members include pagneither biological or
an individual who stood in place of the parent asdumed parental duties and
responsibilities; children, whether biological, atkd, foster child, stepchild or
legal ward; and spouse as recognized under thedathe Commonwealth.

Under theVirginia Sickness and Disability Prograrfamily and personal leave
is used for absences due to personal and famisonsa as well as for personal
illnesses or injuries, with approval of your supsov. The amount of family and
personal leave credited to you during your firsairyef employment is based on
your hire date, with a new bank of family and peaddeave then credited to you
each subsequent year on January 10.

You may not carry over unused family and persosa¥é¢ from one calendar year
to the next, nor will you be paid for any unusenhifg and personal leave if you
separate from Virginia Tech employment.

For employees hired after July 1, 2009, thereaseyear waiting period before
short-term disability benefits are available.

Leave Sharing Program

Leave Sharing allows you to donate unlimited annigalve (in eight-hour
increments) to other employees needing additioead for personal illness or
accident. You may also request leave sharing ifgxuerience leave-without-pay
due to a family member's iliness or injury for whigou are currently using
approved Family Medical Leave (See Family Medioahte Act Guidelines).

Family and Medical Leave Act (FMLA)

The Family and Medical Leave Act of 199BMLA) requires employers to
provide up to twelve weeks (60 work days; 480 whdurs) of job-protected
leave, for up to a total of 12 workweeks in a 12athoperiod for eligible
employees for certain family and medical reasohsave taken under the FMLA
is unpaid except that the employee may substitoyeappropriate accrued leave
for unpaid leave. Under some circumstances, eygpo may take FMLA leave
intermittently — which means taking leave in bload{stime, several hours at a
time as needed, a day at a time as needed, oramgicly an employee’s normal
work schedule.

You are eligible for FMLA coverage at Virginia Tedhyou have worked for the
state in a salaried position for at least one yenifor Virginia Tech in a wage
position for at least one yeaand if you have worked 1,250 hours during the
previous 12 consecutive months. Leave for eligfae-time employees is given
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proportionate to the percentage of their appointm¥ou may use appropriate
accrued leave balances to be paid during approvtidHeave time.

When a medical certification is provided to the égpe’s human resources
representative or leave administrator, Virginia Teull grant unpaid leave to
eligible employees for one or more of the followirgsons:

a serious health condition that makes the employable to perform his/her
job;

the care of the employee’s child (birth, adoptiorfiaster care); or

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

Examples of serious health conditions, typicallypraypriate for Family and
Medical Leaveinclude but are not limited to: heart conditioeguiring bypass
or valve operations, pregnancy, childbirth, miseae, appendicitis, emphysema,
severe respiratory conditions (such as chronic nasth heart attacks, back
conditions requiring surgery or extensive therappst cancers, strokes, spinal
injuries, severe arthritis, pneumonia, severe nevalisorders, migraine
headaches, or continuing treatment for a chronlorg-term health condition.

In 2008, the Family Medical Leave Act was amendedive eligible employees
two new leave rights related to military service:

Eligible employees are entitled to up to 12 weekieave because of “any
qualifying exigency” arising out of the fact thatspouse, son, daughter, or
parent of the employee is on active duty or has bextified of an impending
call to active duty.
An eligible employee who is the spouse, son, darglar next of kin or a
covered service member who is recovering from @ggrillness or injury
sustained in the line of duty while on active duty,entitled to up to 26
weeks of leave in a single, 12-month period to dar¢he service member.

Employees seeking FMLA leave are required to p@ad0-day advance notice
of the need to take FMLA leave when the need isdeeable.

You should contact your Human Resources represemtair the Human
Resources Service Center Help Desk at 540/231-8834dditional information
and the appropriate forms.

Compensatory Leave

Compensatory leave is paid leave granted for hgousmay work on a holiday
and is earned hour-for-hour. Your supervisor mpgrave your requests to use
compensatory leave in advance. You may use compepskave for any
purpose, but it must be used within 12 months efdhte you earned it. Unused
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