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DISCLAIMER

This staff handbook does not create any rights or benefite policies and
information referenced in this handbook currently apply to al &rld parttime
salaried Classified and University Staff employees. This will remain the case
unless and until the Virginia Tech Board of Visitors approves changes to human
resource policies for University Staffhe policies for Classified Stafére set

forth in the State Policies and Procedures Manuatiministered by the
Department of Human Resource Managenf®t{RM ), which is available for
review in the Human Resources Department. The official polamesbenefits
some of which are discussed in this handbook, are subjebtnge at any time.

In the event that the policies discussed in this handbook differ from the policies
and procedures contained Vfirginia Tech Policy Guidelinesnd theDHRM
Human Resource Policy Manyahe DHRM manual governfor Classified
Staff employees University Human Resourceolicies referenced may be
accessed through the Webvaww.hr.vt.eduAs changes occur, updates will be
made on the website version of the Virginia Tech Staff Handhouk it is
feasible topublish a new printed edition. State policies may be accessed at
www.dhrm.state.va.us/hrpolicy/policy.htmllf you need assistance accessing
online policies, or would like to request a paper copy of any policy referenced in
this handbook, please contact Human Resource$0#231-9331.

The Staff Handbook is designed to prol information about benefits,
programs,and policies that apply to futime, salaried staff employees at
Virginia Tech. This handbook is not a contract, nor is it an invitation to contract.
The latest revision of the Staff Employee Handbaw#ilable orihe supersedes

all previous versions.

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


http://www.dhrm.state.va.us/hrpolicy/policy.html
http://www.dhrm.state.va.us/index.htm
http://www.policies.vt.edu/
http://www.dhrm.state.va.us/hrpolicy/policy.html
http://www.dhrm.state.va.us/hrpolicy/policy.html
http://www.hr.vt.edu/
http://www.dhrm.state.va.us/hrpolicy/policy.html

Employee Resources: Quick Reference

Getting Around

x  Up-to-date Campus Mapsww.vt.edu/where_we_are/maps

x  Blacksbhurg Transit Informationvww.btransit.org

x  Parking Informationwww.parking.vt.edwr visit Parking Services at 455
Tech Center Drive (phone: 540/23200)

x  Carpool informationhttp://alternetrides.com/Hoen Rides.asp

Campus Information

x VT News and Eventsyww.vtnews.vt.edu

x Virginia Tech AZ Index:www.vt.edu/az_index

x  Find People and Contact Informatidritp://search.vt.edu/people.jsp

x  Campus Dining Centergiww.studentprograms.vt.edu/dining
Things Youdl |l Need

x VT Identification: www.hokiepassport.vt.edar visit the Hokie Passport
Office at 100 Student Services Building (phone: 540/2B821)
x  Systems Access:
0 To generate your Plttps://my.vt.edu/mdsAuth/stdntim|
0 Technical assistance: emdihelp@vt.educall 540/2314357,
or www.computing.vt.edu/help_and_tutorials/4help
o For other access, talk to your Deparirta Network Liaison
x Your first paycheckmay be a paper check tifiere is a delay in direct
deposit processing, anclan be picked wup at t h
Student Services Building. You can call 540/282[77 with any questions
or accessvww.bursar.vt.edu

Electronic versions of the policies referenced in this handbook can be accessed
via the Internet. If you need computer or Internet access, you may use any
Employee Connect computer on campus to vieese policies. Additionally,
you may request information about the policies or paper copies from your
supervisor, departmental Office Administrator, or the Human Resources
Department.
e For a complete listing of all policies in effect at Virginia Techsitvi
www.policies.vt.edu
e For a complete listing of all policies affecting staff employees of the
Commonwealth of Virginia, visit
www.dhrm.state.va.us/hrpolicy/policy.html
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Charles W. Steger, President

% VifginiaTECh 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 readinghis handbook for the first time as a new employee to Virginia
Tech, | welcome you and hope your contributions to this university will
continue for years to come and that you will grow professionally as well as
personally during your employment here. Ifuyare a current employee, my
hope is that your good work and commitment to Virginia Tech are a source of
pride to you. | &dm sure that you wil!/l
talents with our university community so that we can effectively serwe
students, faculty, and staff.

Virginia Tech is a good place to work. We are an equal opportunity employer
committed to the fair treatment of our valued personnel. Our commitment to
diversity and inclusiveness is affirmed in the Virginia Tech Priesipbf
Community. We have implemented a smdiee environment and strongly
enforce a drudree environmentand are pursuing a number of campus
sustainability initiatives We support and work toward a clean environment. We
view harassment of all types vesgriously and make every effort to address it
directly and immediately. We endeavor to provide the latest technology to
improve efficiency and effectiveness. We believe in -fjelated
education/training and we financially support employees in their career
development through educational opportunities such as tuition waiver and
tuition reimbursement programb addition, we have aEmp | o ySpaused
and DependentScholarshipProgram.We also support staff participation in the
governance system, whi@nables you to have a voice in issues that affect the
Virginia Tech community.

The employee handbook provides basic policies and procedures applying to you
as a Virginia Tech employee. It can serve as a guide to help you understand
working conditions, copensation, benefits and your rights and responsibilities.

If you have any questions about this handbook, | urge you to contact the Human
Resources Department for clarification and assistance.

Thank you for your valued contribution.

Sincerely,

Charles W. Steger
President

Invent the Future

VIRGINIA POLYTECHNIC INSTITUTE AND STATE UNIVERSITY



STATEMENT OF MISSION AND PURPOSE

Virginia Polytechnic Institute and State University is pablic landgrant
university serving the Commonwealth of Virginia, the nation, and the world
community. The discovery and dissemination of new knowledge are central to
its mission. Through its focus on teaching and learning, research, and outreach,
the unversity creates, conveys, and applies knowledge to expand personal
growth and opportunity, advance social and community development, foster
economic competitiveness, and improve the quality of life.

The full text of SiiemegtinchMisen iSawaldbléen Mi s -
the Presi dewwiv.prasidentestbeduinisson.phip

ABOUT VIRGINIA TECH

Founded in 1872 as a lagdant college named Virginia Agricultural and
MechanicalCollege Virginia Tech is now a comprehensive, innovative research
university with the largest number of degree offerings in Virginia, more than
100 campus buildings, a 2,6@@re main campus, effampus educational
facilities in six regions, a stuegbraad site in Switzerland, and a 1,786re
agriculture research farm near the main campus. The campus proper is located ir
Montgomery County, 38 miles southwest of Roanoke, in the New River Valley.
Through a combination of its three missions of teachingleaching, research

and discovery, and outreach and engagement, Virginia Tech continualbsstriv

to accomplish the charge of its mottét Prosim(That | May Serve).

Enrollment

Virginia Tech has 28,259 students-caimpus, and an additional 2,480 students
enrolled at offcampus locations; 83.3 percent are undergraduate students; 16.7
percent are graduate students; 57.4 percent are male; 42.6 percent are female.

Admissions

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

Faculty and Staff

Virginia Tech currently employs approximateR;117 full- and part time
Teaching and Researdhaculty, 147 Senior Administrators, 931 Managers and
Professional Faculty on and off campus. In addition, Virginia Tech employs
2,994 fulk and parttime classified staff and 897 fulland parttime university
staff, on and off campus. In addition, Virginia Tech employs student and non
student wage employees-and offcampus.
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Alumni
There are more tha202,000living Virginia Tech alumni, from every state and
133 countries including the United States

Board of Visitors
A board of visitors oversees Virgini
appointed by the governor of Virginia, and headed by a rector.

Instruction

The university offers bachelor's degree programs through its seven
undergraduate academic colleges: Agriculture and Life Sciences, Architecture
and Urban Studies, Engineering, Liberal Arts and Human Sciences, Natural
Resources, Pamplin College of Business, and Science. Onotigraduate
level, the university offers master's and doctoral degree programs through the
Graduate School and a professional degree from the Virylargland
Regional College of Veterinary Medicine.

Research

The university generated $366.9 million farsearch programs in fiscal year
2007, ranking it 42nd in the nation. Each year, Virginia Tech receives
significant external support for research, instruction, Extension, and public
service projects. In the most recent fiscal year (208)7 the universityeceived

more than 1,950 awards to conduct research. Support for these projects
originates from an evezxpanding base of sponsors. Today, nearly 775 sponsors
fund more than 3,500 active projects. Researchers pursue new discoveries in
agriculture, biotechmlogy, information and communication technology,
transportation, energy management (including leadership ircélielechnology

and power electronics), and a wide range of other engineering, scientific, social
science, and creative fields. This reseasgh o 33 patents and 17 licenses in
calendar year 2007.

The Virginia Tech Corporate Research Center offers opportunities for
businesses to establish close working relationships with the university and
nurtures entrepreneurs with new inventions dadelopments. Located on 120
acres adjacent to the main campus, the center consists of 25 buildings (with one
more under construction) housing more than 130 companies with approximately
2,000 employees.

Outreach and International Affairs

Outreach and International Affairs, which spearheads the university's outreach
mission, encomgisses a humber of universitde programs. These programs
include the Center for European Studies and Architecture in Switzerland,;
Commonwealth Campus Centers in Southwest Virginia, Hampton Roads,
Richmond, and Roanoke; the Office of Economic Developntéet;Office of
International Research, Education, and Development, including Education
Abroad and applied research programs in developing countries; Outreach
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Fellows; Southside Outreach Programs, including the Institute for Advanced
Learning and Research Danville and Reynolds Homestead in Patrick County;
and Outreach Program Development, including the Center for Organizational
and Technological Advancement, Continuing and Professional Education,
English Language Institute, The Hotel Roanoke & Confer&emer, Outreach
Program Services, Servitearning Center, The Inn at Virginia Tech & Skelton
Conference Center, and Upward Bound/Talent Search.

Off-campus Facilities

Virginia Tech has a number of facilities located acrossGimmonwealth and

one facilty in Europe. These include the Marion duPont Scott Equine Medical
Center in Leesburg; several locations in the Virginia Tech National Capital
Region; Hampton Roads Center in Virginia Beach; Virginia Tech Roanoke
Center; Virginia Tech Richmond Center; avitiginia Tech Southwest Center in
Abingdon. Virginia Tech also owns and maintains the Center for European
Studies and Architecture in Riva San Vitale, Switzerland, which is part of the
university's study abroad program. Tech owns The Hotel Roanoke &
Confaence Center, which it uses for academic programs, continuing education,
seminars, and conferences.

Extension

Virginia Cooperative Extension is a dynamic organization that stimulates
positive personal and societal change, leading to more productiveféinabes,

farms, and forests, as well as a better environment. Extension responds to the
needs of individuals, families, groups, and organizations with educational
programs in three broad areas: agriculture and natural resources, family and
consumer sciares, and 4H youth development.

Extension, operated jointly in the commonwealth by Virginia Tech and Virginia
State University, has been helping people improve their economic, cultural, and
social weltbeing for more than 90 years. And while Extension halng
history of helping make America's agricultural powerhouse more productive and
economical, it also does important work in the state's urban and ruraléareas
from helping expectant mothers learn healthy nutritional practices to counseling
families n financial distress. With 107 city/county offices and tens of thousands
of volunteers, Extension's ndarmal education benefits more than 1 million
participants annually. Extension has touched virtually every life in the state in
some way.

Extension isa product of cooperation among local, state, and federal
governments in partnership with thousands of citizens who, through local
Extension Leadership Councils, help design, implement, and evaluate
Cooperative Extension's needidven programs.
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INTRODUCTION

Welcometo Virginia Tech! We are pleased you have chosen to join us as an
employee, and take pride in the quality of employees who are selected for
employment with usYou have likely been selected from among a large pool of
applicants for your position, and haweade it successfully through a highly
competitive process.

At Virginia Tech, we view our relationship with you as a partnershAgp an
employer, there are quite a number of programs and benefits we provide to you
for doing your job In return, there ara number of expectations we have of you

as an employee in our organizatidrhe purpose of this handbook is to outline
both sides of our employment partnership, providing a reference to information
you will need to know regarding what we provide and whatexpect.

If you have any questions regarding what you find in this handbook, or have
other questions relating to your employment here at Virginia Tech, please do not
hesitate to contact the Human Resources Departmé&#t0&31-9331, or check

out the Human Resources websiteatvw.hr.vt.eduWe hope your career here is

a successful and satisfying orgyain, welcome!

ABOUT VIRGINIA TECH EMPLOYMENT

Virginia Techdés main campusWeéasohvecat
satellite research and academé@mpuslocations andCooperative Extension
offices throughout the state of Virginid/e employ people in a variety of types

of positions, as briefly described below.

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

e Classified Staff Posiins: Classified employment is under the purview of the
Commonwealth of Virginia, and aluman resourceolicies establishedr
revisedby the state apply to this category of employé&dassified staff are
also covered by local Virginia Tech policies.

e University Staff Positions: This category of employee was created effective
July 1, 2006 as a result of the Higher Education Restructurindicter the
purview of the Board of Visitors/irginia Tech has the ability to determine
most human resourcpolicies for University Staff independently of state
policies These policies are subject to change

e Wage Positions: Wage positiodgfer from Faculty and Staff positions in
that they are not eligible for health or leave benefits, and have more limited
coverageand protections in terms of state and university human resources
policies.

As a state agency, Virginia Tech complies with the requirements defined for
Public Agencies by the Fair Labor Standards Act (FLSA). More information on
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public agency requirementsnder the FLSA is provided online by the
Department of Labor

HIGHER EDUCATION RESTRUCTURING

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

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

Virginia Tech salaried staff employees who were hired prior to July 1, 2006, will
remain Classified Staff even if they receive transfers or promotions to other
Virginia Tech Staff positionsHowever, with the development ofiew Human
Resourcepolicies and procedureslassified employeebave the opportunity to
become University Staff under Durimg Un
transfers/ promotions within Vi opgnni a
enroliment period (at least once every two ygaassified Staff will be given

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

The policies and information referenced in this handbaply toall full- and
parttime salariedClassified and University Staff employees

PRINCIPLES OF COMMUNITY

The "Virginia Tech Principles of Community" were affirmed the board of
visitors March 14, 2005.

Virginia Tech is a public langrant university, committed to teaching and
learning, research, and outreach to the Commonwealth of Virginia, the nation,
and the world community. Learning from the experiences shape Virginia
Tech as an institution, we acknowledge those aspects of our legacy that reflecte
bias and exclusion. Therefore, we adopt and practice the following principles as
fundamental to our egoing efforts to increase access and inclusion ancegter

a community that nurtures learning and growth for all of its members:

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

e We affirm the right of e@ch person to express thoughts and opinions freely.
We encourage open expression within a climate of civility, sensitivity, and
mutual respect.
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e We affirm the value of human diversity because it enriches our lives and the
University. We acknowledge and respect our differences while affirming our
common humanity.

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

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

Signed by th&ector, Board of VisitorsPresidentof Virginia Tech; Presidents of

the Faculty Senate, Staff Senate, Student Government Association, Graduate
Student Assembly, and Alumni Association; Chair of Commission on Equal
Opportunity and Diversity.

Accountability for abiding by the Principles of Comnityris provided for by a
number of state and university policies and procedures.

DIVERSITY AND MULTICULTURALISM

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

e Office of Multicultural Affairs: www.multicultural.v.edy 332 Burruss Hall,
540/2311820

o Office of Equity and Inclusionwww.oé.vt.edy 336 Burruss Hall, 540/231
7500

e VT Wo me n 6 swweveomegnscenter.vt.edd06 Washington Street,
540/2317806
Disability Serviceswww.ssd.vt.edu50 Henderson Hall, 540/23788
ADA Services: http://www.ada.vt.edu Southgate Center, Suite 148
540/2314638

e Cranwell International Centemww.uusa.vt.edu/cranwelnd of Clay Street,
540/2316527

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

e Black Faculty and Staff Caucus
e Hispanic Faculty Staff Caucus
e Leshian, Gay, Bisexual, and Transgender Caucus
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EQUAL EMPLOYMENT OPPORTUNITY (EEO) AND AFFIRMATIVE
ACTION AT VIRGINIA TECH

Virginia Tech does not discriminate against employees, students, or applicants ol
the basis of race, sex, disability, age, veteran status, national origin, religion,
political affiliation, or sexual orientatiofVirginia Tech AntiDiscrimination and
Harassnent Prevention Policy,Policy 1025 prohibits dscrimination or
harassment on any of these bases.

HARASSMENT OR DISCRIMINATION COMPLAINTS OR CONCERNS

If you haveany questions abouPolicy 1025 or if you believeyou have been
discriminated against or harassed in violation of this Poligyencourage you to
contact the Office forEquity and Inclusion(OEl) at 540/2317500 or TTY
540/2319460 for an initial appointmenOE!l can assistyou in using informal
approaches, aupport you in filinga formal complaintin order to file a formal
complaint, you must usethe OEI6 £omplaint form and submit the complaint
within 300 days of the act alleged. For more information, call Gfiice of
Equity and Inclusioror visit its websiteat www.oé.vt.edu

As an employee, yoalsohave access tstate orfederal resources such as those
listed below. Complaints with these agencies must be filed within 300 days of the
alleged act of discrimination or harassment.

e Equal Employment Services, Virginia Department of Human Resources
Managemen for stef only), 800/5331414
www.dhrm.virginia.gov/employeerelations.html

e Virginia Human Rights Councilvailable to all employees304/2252292
http://chr.vipnet.org

e Equal Employment Opportunity Commissiavailable to all employees)
800/6341947,www.EEOC.gov

Virginia Tech is subject to Titles VI and VII of the Civil Rights Act of 1964,
Title IX of the Education Amedments of 1972, Sections 503 and 504 of the
Rehabilitation Act of 1973, the Americans with Disabilities Act of 1990, the Age
Discrimination in Employment Act, the Vietnam Era Veterans' Readjustment
Assistant Act of 1974, the Federal Executive Order 112/fginia's State
Executive Order Number Two, and all other rules and regulations that are
applicable.

CAMPUS AND WORKPLACE VIOLENCE PREVENTION

Virginia Tech will not tolerate acts of violence or hostility committed by or
against employees, student@ntractual workers, volunteers, visitors, or other
third parties on university owned, controlled, or leased properties, or while
conducting university business at another location.
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The universitybds employees, s thardhgdnt s,
party attending a sporting, entertainment, or educational event, or visiting an
academic or administrative office building or residence hall, are further
prohibited from carrying, maintaining, or storing a firearm or weapon on any
university fadity, even if the owner has a valid permit, when it is not required by
the individual 6s job or in accordanc
policies.

The ACampus Wor kpl ace Palinydb6l8probibiteatl ofe P
the above actions and prohibits retaliation against any person who, in good faith,
reports a threat or possible threat.

All members of the university community are encouraged to be alert to the
possibility of violence on the part of employees, former employees, students,
customer s, and stranger s. It i s ever
highest concern.

Any individual who believes there is an immediate danger to the health or safety
of any member of the university community should call the Virginia Tech Police
at 911. Every effort will be made to protect the safety and anonymity of anyone
who comes forwat with concerns about a threat or an act of violence.

General questions about the Campus and Workplace Violence Prevention Policy
should be directed to thérginia Tech Police Departmeb?d0/2316411

BUSINESSCONDUCT STANDARDS

Each employee makes an important contribution to the overall success of
Virginia Tech by performinchis or herjob responsibilities in accordance with
university policies and procedures. The university has business standards that
providea strong foundation of business practices to support the core missions of
instruction, research, and outreach. These standards are described in the
Statement of Business Conduct Standards.

As an employee, yoare expected to ensure that business activities are conducted
properly and in compliance with various federal and state laws. A list of all

policies in effect i s pageoawaw.goliciesovimedut h e
Many i mportant procedures are | ocate

Office, Purchasing Office, Sponsored Programs Office, and Human Resources
Office and will be updated as polisiehange.

REPORTING SUSPECTED FRAUDULENT ACTIVITIES

As described in thdReporting Suspected Fraudulent Activities Policy (Policy
1040) all employees have a responsibility to report suspected fraudulent
activities. Any faud or abuseoncerns within Virginia Tech should be reported
immediately to one of the following:
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e Virginia Tech Internal Audit and Management Services Department,
540231-4744

e Virginia Tech Police Department, 540/28411

e State Employee Fraud, Waste, and Abuse Hotlirg)®723-1615.

The identity of anyone making these reports is kept confidential.

Y OUR PAY

Your salary isad mi ni st er ed Compensatiort Pobicy Z0@mdt e 6
Performance Planning and Evaluation Policy 1.&alaries may be negotiated
for original appintments and competitively filled positionEhese policies also
cover other situations such as competitive offers asimhitd adjustments.

Virginia Techseeks to provideompetitive compensation for all of our positions
Each department has the opportyrio review compensation for their positions,
using comparative regional and internal analyses, on an annualTdasisection
provides you information regarding your pay as a Virginia Tech employee.

More detailed information on all aspects regardihg documentation and
processing of your pay may be founc
(www.co.vt.edu/accounting_operations/payroll/index.htiod you may contact
Payroll drectly at540231-5201.

PAY SCHEDULE

Normally, you will be paid halfof your monthly salary on the first dfachmonth

and half on the sixteentlf a paydayfalls on a weekend, the actual payday will
be on the preceding Fridaly a payday falls on a state holiday, the actual payday
will be the last workday immediately preceding the holiday.

Payroll periodsaand corresponding pay dates are defined as:

Payroll Period Pay Date
25th- 9th of the month 16th of the month
10th- 24th of the month 1st of the month

Your pay will be adjusted accordingly if you only work part of a pay period.

PAYCHECK DIRECT DEPOSIT AND PAY STUBS

The university requireall employees to have their pay electronically deposited in
their bank. Direct deposit forms are available from our Payroll Department, and
may be completed and submitted during orientation, or at any time during your
employment.if there is a delay in processing the direct depogiur first
paycheck may be a physicalcheglh i ch you wi | | need to
Office in the Student Services Building (open from 8 a.m. until 5 p.m.). If you
work at an offcampus location, yomayneedtos uppl y t he Bur sa
a selfaddressed, stamped envelope to hawer yiost paycheck mailed to you.
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Pay via direct deposit is availabla your designated bank account on each
payday.

Unless you elect to receive a paper pay stub, you autbmaticallyreceive
electronic notification of your pay stub availability, and have access to view and
print your pay stubs online throudgtiokieSpalf you want to receive paper pay
stubs, you need to complete a request form and submit it to the Payroll Gffice.
an employee does not have an email addréiss, payroll system will
automaticallygenerate a paper stub.

PAY INCREASES FORCLASSIFIED STAFF

The Governor and the General Assembly consider the possibility of pay increases
for state employees on an annual basis. All classified staff employees, with the
exception of employees who receive a
eligible to receive the state increase including probationary employees who were
hired or rehired prior to July 25 of that year. Those employees who receive a
rating oaabhR&nBPecépt manceo will not b
Annual increases are usually effective November 25 in the years that they are
granted. Statapproved pay increases may be subject to other policy or
procedural guidelines as stipulated by tovernor and/or the General
Assembly.

PAY INCREASES FORUNIVERSITY STAFF

The Board of Visitors considers the possibility of performamased pay
increases for all university staff. All university staff employees, with the
exception of employees who receiv an fAUnacceptabl e Per
eligible for performancdased pay increases, including probationary employees
who were hired or rhired prior to July 25 of that yearThose employees who
receive a rating of i U otebe aigibtetfoa d dalary P e
increase.The actual percentage increase for employees who receive one of the
following ratings: Model Performance, Strong Performance, Developing
Performance, will vary depending on the salary increase budget but typically the
increase wil/ be higher for employee
for employees who are rated AStrong
ratedi St rong Performanceod than for empl

PAYROLL DEDUCTIONS

Some of your benefits andpayroll deductions are requiredvhile others are
optional Generally, state and federal taxes, sos&durity,and FICA Medicare
are required deductions.

Examples of optional deductions agkections you choose fdrealthinsurance,
accidental death and dismemberment insurance -tknng disability insurance,
flexible  reimbursement accounts, savings bonds, tax deferred
investments/deferred compensation, parking fees and Commonwealth of Virginia
Campaign contributions.
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LIENS& CHILD SUPPORT DISCLOSURE REQUIREMENTS

Virginia Tech honorsax liens, courbrders,and garnishmenis accordance with

the state garnishment law and the fed#valge Garnishment AcA garnishment

or lienis the result of a legal procedwequiring thatpart of a salarype withheld

for the payment of a debt. Federal and state laws prohibit the discharge of any
employee because earnings have been subjected to garnishment.

The Virginia General Assembly acted a law in 1993 to support the Department
of Social Services in their efforts tocate working parents who are delinquent in
making child support paymentsinder this law, state employers are required to
withhol d child suppor t pap aviemean tinsomef r ¢
withholding order exists.

Y OUR BENEFITS

Virginia Tech provides options for comprehensive benefits coverage to our
salaried staff employees This section provides you with an overview of
automatic and optional benefits programs we @®vfor you while you are
employed with usMore detailed and ufp-date information specific to all of the
available benefits programs can be foundmatv.hr.vt.edu/benefitsor by calling
540/2319331 Benefits programs are subject to change by the state or university.

AUTOMATIC BENEFIT PROGRAMS

Group Life Insurance

You are automatically enrolleid the group life insurancplan administered by
the Virginia Retirement System (VR&) no cost tojou. This plan provides life
insurance and accidental death and dismemberment insurance yhuriragtive
employment. The amount gbur life insurance coverage for death from natural
causes iyour annual skary rounded to the next highest thousand, then doubled.

Whenyou beginemployment with the state, a beneficiary is namedyéur life
insurance coverage as provided by state. lfwyou wish to designate a
beneficiary for your life insurance other thasprovided by the law above, you
must complete aDesignation of Beneficiaryform and submit it to Human
Resources.

Virginia Retirement System

You are also automatically enrolledin the s t a tret@rément program The
Virginia Retirement Systeprovides monthly retirement benefits for all vested
employeesin order to beomevested,you must have five years of credited VRS
service.

Wor kersé6 Compensation

If you havean accident oexperiencellness arising from and occurring in the
courseof doing yourjob, you may be entitled to compensation to help offset
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wages lost during any resultant period you may be unable to Wortkshould
report any workelated accidentot your supervisor immediatelylf you need
medical attention for a workplace injury or iliness, youst choose a physician
from the Approved Panel of Physicianservices will then berovidedat nocost
to you. If a panel physician is not availabigu are authorized to seeknergency
room treatment.

VSDP ShortTerm Disability

If you were hired on or after January 1, 1999, you are covered undéirgfiea
Sickness and Disabilityplan (VSDP) which provides benefits for sheedrm
disability situations. Shortterm disability coverage providesyou income
replacement of 100, 80, or 60 percentyofir pay depending oryour length of
service, accrued leave, and dioa of the disabilityperiod

If you were hired before January 1, 1994nd elected to convert from the
previous Standard Sick Leave plém VSDP coverage, you are also covered
under this VSDP Shoiferm Disability benefit.

VSDP LongTerm Disability

If you were hired on or after January 1, 1999, you are covered unddirdgirda
Sickness and Disability PlagvSDP) which provides benefits folong-term
disability situationsLong-term disabilitycoverage provides incomeplacement
of 60 percent ofyour payfor illness or injury lasting more than six months.
Enhanced benefits are available for catastrophic illness or jrgung/ longterm
disability benefits are also adjusted for inflatidinan injury is workrelated, the
disability benefits are integrated wiglour workers' compensation coverage.

If you were hired before January 1, 1999, and elected to convert from the
previous Standard Sick Leave plan to VSDP coverage, you are alsmeadove
under this VSDP Longerm Disability benefit.

OPTIONAL BENEFIT PROGRAMS

Health Insurance

Health benefit plans are available fail full- and partime salaried staff
employees as well as four retirees In addition to the statewide plans available

to you, health maintenance organizations are offered in certain areas of the state
The statggenerally modifiegshe coverage and premiums at the beginning of each
contract yeafJuly 1)

The st at e dumncelpmadmt grovidesn medical, surgical, hospital,
outpatient, prescription, mental health, major medieadpanded, and out of
network coverage You may elect single membership, dual membersbgvérs
you and one dependent), rofamily membership dovers you andmultiple
dependents)The state contributes a portion tife monthly health insurance
premiumfor staff with salaried appointments of at leastp@bdcent The premium
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amountthat you areaesponsible for will be deductdtbm your paycheckbefore
taxes, reducing your taxable income

You may choose to make plan and/or membership changes oncel@vaonths
duringour open enrollment period, generally each sprilkgy changes you make

to your coverage during open enroliment aeffective the following July 1A
family status chang€examples include: marriage, divorce, birth or adoption,
spousal employment changaso allows you to make a change in membership
outside of the open enrollment periatithe request is processed within 31 days
after the status changéluman Resources can answer questions regarding
specificqualifying events for status changes.

Employee Assistance Program

Through your state health rea coverage, the Employee Assistance Program
(EAP) offers counseling mental health and substance abuse programgoior
andyour covered dependenill inquiries and contactgou makewith the EAP
arecompletelyconfidential You may selfreferto the EA?, and/or supervisors or
family members maynakereferals by calling theEAP at 1-:877-7250602, a 24
hour help line, or accessintheir website The Employee Relations program in
Human Resource$40/231-9331) is also available to answer questions regarding
or assist with referrals to the EAP.

You are granted administrative leave fgour initial meeting with a EAP-
referredcounselorYou should charge anyibsequent time required for treatment
or assistance t@ppropriate leave balancest to leavewithoutpay if leave
balances are not availakded appointmentsannotbe scheduled outside of your
regular work hours

Optional Life Insurance

You may also purchaseptional life insurancewhich is availablen addition to
the automatic employerprovided group life insuranceYou may purchase
coverage with benefits up to four timgsur annual salary, to a maximum of
$500,000Family coverage options are alavailable at various benefit levels.

Accidental Death and Dismemberment Insurance

Accidental Death and Dismemberment Insurae@n optional program available

to you if you are a regulaalariedor restricted employewith at leasi halftime
appointmentYou may purchaseowerage in increments of $5,000ith a range

of benefits form $10,000 to $250,000. Benefits are payable in addition to other
insurance that may be in effect at the timaméaccident.

Long-Term Disability Insurance

Optional LongTerm Disability insurancés available toyou as regulasalariedor
restricted fulitime staff You pay allpremiumsfor this programand enrollment
may be at any e providing evidence of insurability. Rates are basegioom
age and salaryBenefits are available for 25, 40 or 50 percenyatdr monthly
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salary and will be payablafter the required 186ay elimination periodor a
disability.

Medical Reimbursemenfccounts

You ar e eligible to enroll in the Co
account This program allows/ou to pay certain medical care expenses with
pretax dollars, reducing taxes and increasing available income. The minimum
thatyou can set aside is $10 per pay perithd maximum is $5,000 per year.

DependentCare Reimbursement Accounts

This program allowgouto pay expenses fahe care of youchildren, a disabled
spousepr other invalid dependent with ptax dollars.The minimum thatyou

can set aside this accounts $10 per pay period; the maximum annual deposit
depends on your tax filing statusor married employees filing separately the
maximum annual deposit is $2,500, and for single head of household or married
filing jointly, the maximum is $5,000 per yearou can &eck the current
Flexible Benefits Plan Reference Gui@wailable in Humamesourcesfor more
detailed information on tax status and annual maximums.

Deferred Compensation Plan and TeReferred Investments

A deferred compensatigsian is available tgou through theVirginia Retirement
SystemThis program allowsyou to set aside a portion gburincome through
payroll deduction into a 457(b) voluntary retirement savings plan, with all
contributions and earnings free from current state and federal income taxes. With
this plan, you typically defer eceiving thatportion of your income until
retirementwhenyou maybe in a lower tax bracket.

Tax-Deferred Investments|so known as tax shelter annuities, alsavailable
to all university employees. These investments alow to invest a portion of
your salary in a 403(b) voluntary retirement savings investment, pddso
delaying tax liabilities. A Sabry-Reduction and Cash Match Agreemdatm

must be completed to start a 4tsixeltered program(for both deferred
compensation and tedeferred investments)

Cash Match Program

A companion Cash Matdl available toyou if you dioose to participatie either

the 403(b) tax shelter or 457(b) deferred compensation .p\éinginia Tech
provides a 50percentcash match, up to $20 per pay period, for employees
contributing at least $10 per pay period. The cash match is deposited into a
companion 401(a) investment account.

BENEFITS COVERAGE UPON LEAVING THE UNIVERSITY

If you leave the university, yolnave the option to convestour group life
insurance coverage and to exteydur health care coverage under the
Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA)ou
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enrollin COBRA, you may elect to extenglour health care @average under the
state Health Benefits Program for a period of up to 18 month®uat own
expensewithout state contribution.

ABSENCE FROM WORK

Virginia Tech recognizes thaliere will be times when you will want or need to
take time off from workThere will be times you will want to take time off for
your own recreation and leisure, and possibly timescgmunotbe at work, due to
either illness or emergencWe provide several types of leave for youeguest
to use at your discretion, as welllaave to cover unexpected absendéwre are
also times when the university is unable to operate under regular schedules an
conditions and must close or adjust our hodrsis section of the handbook
provides youan overview ofthe various policies angrocedures dealing with
planned and unplanned absences from wdvlore detailed and specific
information is always kept up to date \atvw.hr.vt.edu/leaver you may call
540231-9331 with any questions.

REPORTING LEAVE

You are responsible for accurately trackinggording,and reporting your leave
usage Leave usage is submitted online through lteave Entry and Reporting
Systemwhich you can accesshrough the Human Resources wehsBeaff are
required to submit leave reports monthigome departments designate a Leave
Representative, responsible for entering leave data for a group of employees
while some departments rely on each indialdio enterhis/herown leave data

You should discuss the specific process in your area with your supervisor
Regardless of who enters the data, you are responsible for confirming its accurac)
and signing your leave report.

LEAVE

The following forms of leave are definedlieave Policie§ General Provisions
4.30by the Department of Human Resources Manageridiet policies establish
uniform procedugsfor you to take time off from workDetails about levels of
leave accrual, leave credit, carry over, and payout can be found at
www.hr.vt.edu/leave/types/cglance

Annual Leave

As a 1ll- or parttime salaried staféemployee, yowaccrue annual leayavhich
can be used for vacations and other personal rea¥ms supervisor must
approveyour use of annual leave in advanteave is earnednd credited to you
at the end okach pay periadAnytime you are in a leaveithout-pay statusyou
will not earnannualleavefor that pay periodUnused earned annual leave is paid
out to you if you separate from Virginia Tech employment {0 the maximum
number of hours allowed, bed onyour length of servicg
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Sick Leave

There are two sick leavelanscoveringsalaried employeesf you were hired
before January 1, 1999ou were able to choose either tBéandard Plaror the
Virginia Sickness and Disabilitfrogram If you were hired on oafter January
1, 1999 you automaticallyparticipate in theVirginia Sickness and Disability
Program

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

Employeescoveredunder this plan accrue sick leave at the ratdivaf hours
semimonthly, with parttime staffaccruingproportionately to the percent of their
appointmentYou may use isk leavefor personal iliness or for medical related
appointments that cannot be scheduled outside work héaws supervisomay
requestthat you provideproof of any medical appointment requiring the use of
sick leave When possibleyou should provideyour sugervisor advance notiogf

the need for sick leayéi.e. scheduled surgery or childbirth).

Under theStandard Sick Leave Plagouarealso ableto useyour sick leave for
illness or death of immediate family members. Family sick ledoe this
purpose, may not exceed 48 hours in a calendar yearediate family includes
spouse, parents, stepparents, children, stepchildren, sitdtegsijblingsand any
relative livingwith you.

If you areabsent for a period exceediggur leave balance (resulting in leave
without-pay), you will not continue earningick leave for that pay periodfou
also will not continue earning sickdve during a leave of absence with pay after
90 consecutive workday# you havefive or more years ofontinuous service
whenyour state employment ends, apdu arecovered under th8tandard Sick
Leave Planyou will be paidfor 25 percent ofyour unused sick leave, not to
exceed $5,000.

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

Under theVirginia Sickness and Disability Prograrmgou havepersonal sick
leave available tobe used throughout the calendar year for absences due to
personal illness, injury, pregnancy and for doctor visits when disability benefits
are not payableYou may not useisk leave during periods when shoot long

term disability benefits are paid.

Personal sick leave will be credited to you as a new employee with the number of
hours depending on your hire date. A new bankafonalsick leavehoursis
creditedto you each yeaion January 10Unused sick leave may not be carried
forward from one alendar year to the nexipr will you be paid for any unused
personakick leavef you separate from Virginia Tech employment.
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You may also use up to 33 percent yadur credited personalsick leave for
immediate family illness as provided under themily and Medical Leave Act
(FMLA). Your immediate family members include parents, either biological or
an individual who stood in place of the parent and assumed parental duties an
responsibilities; children, whether biological, adopted, foster chiépckild or

legal ward; and spouse as recognized under the laws of the Commonwealth.

Under theVirginia Sickness and Disability Prografamily and personal leave

is used for absences due to personal and family reasons, as well as for person
illnessesor injuries, with approval ofour supervisor The amount of family and
personal leave credited you during your first year of employmenis basedon

your hire datewith a new bank of family and personal leave then credited to you
each subsequent yeam January 10.

You may not carry overnused family and personal leave from one calendar year
to the next, nor wilyou be paid for any unused family and personal laayeu
separate from Virginia Tech employment.

For employees hired after July 2009 thereis a oneyearwaiting period before
shorttermdisability benefitsare available.

Leave Sharing Program

Leave Sharingallows you to donate unlimited annual leave (in eidfatur
increments) to other employees needauglitional leave for personal illness or
accident You may also request leave sharingdfu experience leavwithout-pay
due to a family member's illness or injury for whighu arecurrently using
approved Family Medical Leave (See Family Medical LeageQ@uidelines).

Family and Medical Leave Act (FMLA)

The Family and Medical Leave Act of 1998MLA) requires employers to
provide up to twelve weeks (60 work days; 480 work hours) ofpjalbected
leave for up to a total of 12 workweeks in a-f#bnth period foreligible
employees for certain family and medical reasoheave taken under the FMLA

is unpaid except that the employee may substitute any appropriate accrued leav
for unpaid leave. Undepme circumstances, employees may take FMLA leave
intermittently i which means taking leave in blocks of tinsgveral hours at a
timeasneedeh day at a time as needed, or
work schedule.

You are eligible for FMLA ceerage at Virginia Tech if you have worked for the
state in a salaried position for at least one year (or for Virginia Tech in a wage
position for at least one yeaand if you have worked 1,250 hours during the
previous 12 consecutive months. Leave for eligible-pant employees is given
proportionate to the percentage of their appointment. You may use appropriate
accrued leave balances topmed during approved FMLAeave time.
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Whena medi cal certificati on iarsrespurcesvi d
representative oleave administrator,Virginia Techwill grantunpaidleave to
eligible employees for one or more of the following reasons:

e a serious health condition that maltes employee unable to perfotis/her
job;
e the care of the employeeds child (b
e the care of the employeeds spouse,
has a serious healthmdition.

Examples of serious health conditions, typically appropriate Feamily and
Medical Leaveinclude but are not limited to: heart conditions requiring bypass
or valve operations, pregnancy, childbirth, miscarrjaggendicitis, emphysema,
severe respiratory conditions (such as chronic asthma), heart attacks, back
conditions requiring surgery or extensive therapy, most cancers, strokes, spinal
injuries, severe arthritis, pneumonia, severe nervous disorders, raigrain
headaches, or continuing treatment for a chronic or-terng health condition.

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

o Eligible employees are entittedtouptowz ek s o f |l eave be
qualifying exigencyo arising out of
parent of the employee is on active duty or has been notified of an impending
call to active duty.

e An eligible employee who is the spouse, sonygtaer, or next of kin or a
covered service member who is recovering from a serious illness or injury
sustained in the line of duty while on active duty, is entitled to up to 26
weeks of leave in a single, tonth period to care for the service member.

Employees seeking FMLA leave are required to provide-de80advance notice
of the need to take FMLA leave when the need is foreseeable.

You should contact your Human Resources representative or the Human
Resources Service Center Help Desk at 5408331 for additional information
and the appropriate forms.

Compensatory Leave

Compensatory leave is paid leave granted for hgauvsmay workon a holiday
andis earned houfor-hour. Your supervisor must approweour requests to use
compensatory leave iadvance You may use empensatory leave for any
purpose, buit must be used within 12 months of the dgbe earned itUnused
compensatory leavavill be paid to you if you separate from Virginia Tech
employment.
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Overtime Leave
I f you are working in a-exesnptiodrarbwh
Labor Standards Act (FLSA)ou will be compensated forvertime hours
worked, either being paid or granted overtilaavefor those hourst the rate of
oneandonehalf timesyour hourly rate (fohours worked in excess of 40 in a
workweeR. You may accrue a maximum of 240 hours of overtime le&¥er
this maximum is reachedny additional overtime hours will be pai@ you
Unused earned overtime leave is also paid outdo ¥ you separate from
Virginia Tech employmentSee Guidelines for the Fair Labor Standards Act
Policy 4320for more information.

Civil and Administrative Leave

Civil and Administrative leaveds paid time offprovided to youfor jury duty, to
appear insome court situationsas a witness under subpoeoia summons to
attempt resolution of workelated problems, to attend werlated hearings, or

to serve on certain state councils, commissions, boards, or comnivtteealso

may take a reasonable amount of administrative leave as determingaliby
supervisor tointerview or take employment test®r other positionsin state
service Administrative leave may also be used for a first Employee Assistance
Program (EAP) visitFor more information about situations qualifying foivil

and Administrative Leave, refer BHRM Policy 4.05

Military Leave

If you are a member of any reserve component of the U.S. Armed Forces or the
National Guard, and are called dotive or reserve duty (including training) in

the military, youare granted up to 15 days of military leavih pay ineach
federal fiscal year (September 3@ctober 1). To qualify for military leavgpu

must provide your supervisor with copies ofjour official orders or other
documentation from a responsible military officiebr more information onhe
categories of covered military servjgdease contact the Leave are®4dR231-

9331.

School Assistance and Volunte&ervice Leave

School Assistance and Volunteer Service Leave is paid leave prdviged for
volunteer services withigour communityand schools. Each year, full tinseaff
employeesaregranted 16 hours of school assistance and volustsgice, which
may be used to provide hands service to the community or volunteer in public
schools.

Parttime staff are provided school assistance and volunteer service leave based
on the proportio they work of a 4hour week. Unused school assistance and
volunteer service leavés not paid outif you separatefrom Virginia Tech
employment For more information aboutapproved community service
organizations, refer tdHRM Policy 4.40, School Assistance and Volunteer
Service Leave
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LeaveWithout-Pay

Leavewithout pay must be approved by youepdrtment headYou cannot
receive éavewithout-pay for more than 12 calendar monthith exceptions for
the following circumstance# approved by your department

e extended illness or injury (not applicable for employees who are participating
in the Virginia Sickness and Disability Prograreffective January 1, 1999),
active duty with he military,
specific authorized courses of study, and
nonstate employment in an essential position shown to be of vital
importance to the state or national welfare.

You do not earn leavéuring pay periods wheyou areon leavewithout-pay. If
you do not return to your positiat the end ofour approvedeavewithout-pay,
it could result inthe terminationof your employmenunder theStandards of

ConductPolicy.

Educational Leavewith Partial Pay

You may be allowed to use educational leawefurther your educationwhile

employed by Virginia TechYou must have authorization from yoDepartment
Headto usethis type ofleave You can find more detailed information Rolicy

4810: Educational Leave for Employees

AUTHORIZED CLOSINGS

Virginia Tech may have times ofithorized closindor inclement weather or an
emergency situatio such as a power outagkuthorized closings may occur as
delayedopeningsearly closingsor full-day closings

Supervisor Responsibilities

Departmerd shouldhavea communicationplan for employees to follow in the
event of emergency situatiaridanagers should anticipate the needs of essential
operations, especially those of employees with alternate work schedules (i.e.,
shift work andweekends)develop a plan for communicating, sucteaslephone

tree; and share detailed instructions to ensure adequate coverage and clea
communications This is particularly important when the identification of
emergency employees is contingent ugua ¢ircumstances of the closing dsd

thus, subject to change.

Emergencyand NonEmergencyPersonnel

Emergency personnedre those employees identified by their department as
required to work during authorized closing#.you aredesignatedsemergency
personnelyou will be credited with compensatory leave for hotirat you work
during authorized full or partiatday closings If you are emergencypersonnel
and do notwork during anauthorized closingyou must use accrued annual,
overtime, or compensatory leave fayurs ofthe closing.
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If you arenot designated asmergency personnglleasedo not report to work
during authorized closing¥ ou will be paidfor the hours of the closing as long
as youwork or are on preapproved paid leaven the workdays immediately
before and after the closing.

If, according to your regular work schedule, one of yamireduled dagyoff falls
on a day when Virginia Tech operations are cloged,will not be creditd with
compensatory leavand will not bepaid for the hours of the closing

Transportation Difficulties (NoAuthorizedClosing)

If you do not report to work as scheduladen the university is open, yooust
charge time missed tgour available leavdalances However,your supervisor
may allowyou up to an hour past the startyafur normal shift to report to work
during conditions ofveather otransportation difficulties

If you are consideredmergencypersonng you shouldcommunicatewith your
supervisorwell in advance of the inclement weather seasiooutthe roadsand
distance youmust travel to work sthat he or she iaware of potential hazards
that could keepyou from reaching worlon time You know bestthe conditions
and terrainyou must travel to reachour work site If you anticipatethat you may
have transportation difficulties due to inclement weather conditions when the
university is not closedwe urge you to speak with your supervisor about
shorteing your normal work shift by using your accrued leave in these
situations

If you find yourselfin a situatiorwhereyou feel your safety is compromisedye
strongly encourage yaio make reasonable and rational choi@esut comingo
work. Your decisions must, however, be communicated wiahbr supervisor as
soon as possiblérou should also be aware thaanmagement has the right to
determine whether the conditions were sufficient to warrant not reporting to
work.

Notification of Closing

The only official sources of information for authorized closingscluding
delayed openingsfor the Blacksburg campus and facilities in the immediate
Blacksburg area (excluding eémpusCooperativeExtensionoffices) are the
following:

Virginia Tech Operator - 540231-6000
Weather Hotline - 540231-6668
Virginia Tech website: www.vt.edu
WVTF -FM - Radio Stationin Roanoke, radio FM 89.1 or 91.9

In inclement weather situations, ityeur responsibilityto confirm if and when to
report to work that day. Because the full details of university closings may not be
adequately provided or described in other public mediaare strongly advised

to listen to WVTF Public Radioand thenconfirm the status by checking the
university's information linesr websitdisted above.
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STATE HOLIDAYS

The daydisted beloware observed by the state as paid holid@y®se marked

with agerisks (*) arenationally observetiolidays when classes are not in session
and the university is normally closedith only emergency personndesignated

to work Holidays when the university is open and classes are in session, most
departments are opamd employees must request to take the holiday off if they
desire.

*New Year 6s Day (January 1)
Lee-JacksorKing Day (the Friday before the third Monday in January)
*Martin Luther King, Jr. Day (the third Monday in Januéry)
Presidents Day (the thitdonday in February)

* Memorial Day (the last Monday in Mayy)

* 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 ThursdayMovember)*

* The day after Thanksgiving Day

* Christmas Day (December 25)

* Any other day designated by the Goverhor

Holidays that fall on a Saturdareobserved on the Friday before, and holidays
that fall on a Sundagreobserved the following nday If a holiday falls orone

of your scheduled day off, other than a weekendyou will be allowed
compensatoryleave, whichyou can usewithin the following 12 months (see
compensatory leave).

Eligibility for Holiday Pay
To be eligible for holiday payou must either work or be on paid leave on the
workdays before and after the holiday. If the holidéyne is designatedor a
portion of a workdayyou must work or be on paid leave the worksddngfore
and after thepartial holiday. You will not be paid for any holiday if you are on
leavewithout-pay for any portion of the day before, the dafter, or the day of
the actual holiday

Accommodations for Religious Holidays

Departments should make reasonable accommodation for the religgedls of

our employees as long as such accommodation does not cause the organizatior
undue hardshipYou should use arued annual, compensatprgr overtime

leave, or leavavithout-pay, for religious holidays.

If you requesta day off to observe a ligious holidaythat falls duringyour
normal work schedule, reasonable efforts should be made to wdlowme off
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for the holiday. For the accommodation to be consideyed,should request
leave well in advance.

OTHER PROGRAMS AND SERVICES

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

EMPLOYEE RESOURCE CENTER

The Employee Resource Center (ERC) is located in Suite 148 dBouthgate
Center building The ERC houses an employee resource library, open access
computers, and health awareness resoulidere are also a number of programs
coordinated in the ERC, including Welkfe Resources, CommonHealth
Employee WellnessPrograms, University Leadership Development, and the
Office of ADA ResourcesContact them ab40231-3213 for more information,

or visit their website avww.erc.vt.edu

Americanswith Disabilities Act - Accommodation Request

If you are a qualified employesith a disability, youmay apply for reasonable
accommodations under ti#enericans with Disabilities Act (ADA) 199Bersons
with disabilities who require accommodations to perform their jobs must
complete theADA Accommodation Request Form P129DA or Human
Resourcestaff isavailable to assistou in documentingyour request. The form

for written requests for accommodation should be forwarded to the ADA
Coordinator in Human Resourceff you have aqestions about disability
definitions and qualificationsyou may also contad¢iniversity ADA Servicesin

the Human Resourceslepartmentto discuss them5@0231-9331) or visit
wwwada.vt.edu All medical and diagnostic information will be kept
confidential.

DEVELOPMENT OPPORTUNITIES

There are a number of resources available to you for your continued personal an
career developmenEducational aid and related policieguition Waiver and
Reimbursement Policy 48@Mhd Educational Leave for Employees Policy 4810
outline a variety oformal educational options for employees.

Tuition Waiver/Tuition Reimbursement

As long as you meeadmission requirements arthve theapproval ofyour
depatment,you may havetuition waived andor be reimburseduition for up to

12 credit hours per academic year (Fall throSglcond Summer Sessjonot to
exceed sihours in any single semestéfaximum credits available to patitme
employees are six per academic year, not to exceed three per semester. If you a
in a leave statygyou are not eligible for tuition waiver.
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For detailed requirements to pursue classes under tuition waiver or
reimbursement, refer to the policies above or contact Human Resources at
5402319331

Professional Development Programs

Virginia Tech provides a number of programs for professional development
through our University Leadershipevelopment programYou can find upto-
date information on current offerings and programs at their website:

www.pd.vt.edu

Colleges and departments may also provide for you to attersit@fbrofessional
development seminargjorkshops,or conferencesYou should discuss requests
for these types of opportunities with your supervisor, who can work with you to
determine departental budget availability and scheduling.

DEPENDENT AND SPOUSE SCHOLARSHIP PROGRAM

While Virginia Tech does notoffer discounted or waived tuition for your
dependents, our University Development department does administer a
scholarship program for dependents and spouses of our empldjegoversee
fundraising for this programand award needand meritbased soblarships to
applicantsFor more information, visivww.vtdependentscholar.vt.edu

SAVINGS BONDS

You may purchaseU.S. Savings Bondsthrough payroll deduatn in
denominations ranging from $100 to $1,080u may enroll in the savings bond
program at any time through Human Resources.

COMMONWEALTH OF VIRGINIA CAMPAIGN

The Commonwealth of Virginia Campaigs a voluntary, charitable donation
program for state employees. The annual Virginia Tech campaign drive is
conducted in the fall. Through payroll deductions, check, or cash donatmns,
may contribute to charitieand norprofit organizationsserving me or more
regions of the Commonwealth, as well as those providing eligible services
overseasMore information can be found atvw.pd.vt.edu/CVC

RECREATIONAL FACILITIES AND ACTIVITIES

You have access tormmber of facilities and activities as an employee, including
War Memorial Gym, the BreakZone Recreation Center, Venture Out Program,
BurrowsBurleson Tennis Center, the VT Golf Coursad the Pete Dye River
Course of Virginia Tech Check out these webs& for more information:
www.recsports.vt.edandwww.uusa.vt.edu/recreation
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ATHLETIC TICKETS

Many o f Virginia Techés athletic spor
admission Tickets are issued for all football and basketball games, and you can
purchase them through the Athletic Ticket office by visiting
www.hokietickets.copor calling540231-6731 or 1800-828-3244.

SHARED GOVERNANCE

Virginia Tech has a participatory governance systémat allows staff
representatives to participaten commissions,committees and the University
Council Throughthis system, you hava voice in issues affecting the Virginia
Tech community Participation in the governance process is encouraged,
supportedand valued by the universityzor more information, contact the staff
association in your college or adminisiva area, or check out the staff senate
website at www.staffsenate.vt.edwr the University Council website at
www.governance.vt.edu

EMPLOYEE SUGGESTION PROGRAM (ESP)

Virginiabés Department of Human Resou
statewide employee suggestion progra¥ou may submit suggestions to the
DHRM for processmprovement or recommendations on ways to cut theafost
operations using thEmployee Suggestion Forhdeas will be evaluated and, if
appropriate, implementedSuccessful suggestions will be recognized with a
certificate, time off, or monetary ward For more information, visit
http://esp.dhrm.virginia.gav

CONFLICT RESOLUTION T VIRGINIA TECH MEDIATION PROGRAM

The Virginia Tech Mediation Program is available to all Virginia Tech
employeesTrainedmembers of the Virginia Tech community are available for
mediations ofcampus or at alternative sites, to support you in resolving
workplace issuesrou can arrange mediation through our Mediation Coordinator
at theOffice of Equity and Inclusionwww.oeo.vt.edy by calling 540/2347500

or TTY 540/231946Q If you prefer, Human Resources (540/28331) or the
Virginia Tech Wo m&80®) san bedpryduenith a(rédeddd to 2 3
OEl for mediation.

About Mediation

Mediation is a voluntary, confidential process used by people who need help in
solving important issuesMediatorsd trained individuals who do not have a
stake or an opinion in how the problem is sol@edare usedo helpparticipants

find solutions that are best faveryone involved in theituation. You may
request mediatiofor an issueon your own, or a matter may be referred

Mediation iscompletelyvoluntary. No one carbe required to participate, and
you alwayshave the ability to stop the process aty time.In mediation,
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mediatorswill meet privately withyou and the other individual involved in your
situationand helpyou settleyour issues in waygou both agreewill be helpful
Mediators do not make judgments, determine facts, or decide the outcome;
instead, they facilitate discussion between participants. In this role, they provide a
structured setting in whicyou can identify options and find solutions best suited

to your situation. You can find more detailed information und&onflict
Resolutioron the O website.

Mediation and the Grievance Process

Mediation can be used in conjunction with other approaches, axinbtaffect

your rights to filea formal complaint, @rievance,or an outside complaint. In
addition, you mayrequest mediation at any time, even during the course of a
grievance oother formalcomplaint. If the parties agree to mediate, an extension
of the time periods for the formal complaint process may be granted so that the
mediation may occur.

OTHER ASSISTANCE FORWORK RELATED |SSUES

You may contact Employee Relations in the Human Resources office for answers
to your questions regarding policiesnd procedures, performance management
and other workplace issue you need assistance with a workplace conflict
issue, disciplinary action or accessing the grievamoeess, Employee Relations
can assist you. Simply cé&40231-9331.

If you need asistance for an issue apdefer torequest assistanagher than
through Human Resourcesr the Virginia Tech Mediation Progranthe
Department of Employment Dispute Resolution (DBOR available to adse

you on workrelated problems, the use of the grievance procedure and mediation.
The Department also assists employees and managers in exploring other options
for resolving workrelated caflict. They may be reached &04/786-7994 or tolt

free in Virgnia at 1888-232-3842.

YOUR EMPLOYMENT T GENERAL EXPECTATIONS

There are a number of general policies and procedures you need to be aware o
relating to expectations of you in your employment at Virginia Tébls section
provides guidance in areaslated to overall expectations of all Virginia Tech
staff employeesAll Virginia Tech policies are maintained and posted online at
www.policies.vt.edu  and state policies can be found at
www.dhrm.state.va.us/hrpolicy/policy.html

ACCOUNTABILITY AND FAIR COMPENSATION

BecauseVirginia Tech is a public institution supported by the Commonwealth of
Virginia, we arecommitted to serving the public interest sareé accountable to

the taxpayers for the effective and efficient use of public fumtisrefore, it is

our policy that employees are not paid for time that they do not work, unless they
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have earned pay for timt worked undethe relevant policieésuch as personal
or sick leave).

Therefore your pay will be reduced oyou will be placed on leavaithout-pay if

you areabsent from work for personal reasons or because of illness or injury,
even for periods ofelss than one daif,you are not able to use leave balances to
cover that timeYou may be unable to use leave balanpesause (1you have

not requestd accrued leave owour request has been denied, (Bu have
exhausted youleave balances, or (3pu have had aequest for leavevithout

pay approvedFor more information on our leave policies, seeAbsence From
Worksection of this handbook.

PROBATIONARY PERIOD

When you beginuniversity employment as a staff employegmu must serva
12-month probationary periodDuring this periog your employment can be
terminated awill. The university policy on Probationary Period for Salaried Staff
Employees explains thgrobationary period in detail, includimgasonst may be
extended, and what you can expect in terms of performance management durin
your probationary periad This policy can be referenced online at
www.policies.vt.edu/4260.pdf

If you havepreviously worked for the stateare beingre-employed in a staff
position,and there has beenbaeak inyour stateservice,you must serva new
probationary period 012 months. Ifyou areselected for a posiin at a higher
salary grade, or moved to another position through lateral transfer or demotion
duringyour probationary period, the tim@u have alreadgerved on probation is
transferred, angou servethe remainder ofhe probationary period iryour new
position. Your probationary period may be extended in this circumstance at the
request of your new supervisor.

In order to be considered for promotion or transfer to a position in a different
department, you mudirst satisfactorily complete six monttg your 12-month
probationary periodOnce the Human Resources department has received your
completed sixmonth Probationary Progress Revieferm (on which you must
have r edevelepmgilora MSt r on g oratipge yoti maynhem c e
participate in theompetitive hiring proces®r posted positionsyou areeligible

for consideration for vacancies withyour own department withiryour first six
months without restriction

While you are in yourprobationary priod you arenot eligible to use the
Employee Grievance Procedut§ at any time,you believethat there has been
discrimination in any condition ofyour employment based on race, sex,
disability, age, veteran status, national origin, religfolitical affiliation, sexual
orientation or physical or mental disability, except where a bona fide
occupational qualification existgjou are encouraged tfile a discrimination
complaint with theVirginia TechOffice of Equiy and Inclusionat 540/231-7500

or the Office of Equal Employment Servicés the Department of Human
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Resource Management B800-5331414 For additional information on equal
opporturity, see the Equal Employment Opportunity (EEGyection of this
handbook

FAIR LABOR STANDARDS ACT (FLSA)

The Fair_Labor Standards Ac{FLSA) definesminimum wages and overtime
compensation requirements for employamdth regard to overtime, itequires
that employees (except those considerazh®t from the law) be compensated at
one-andonehalf times their regulahourly ratefor any hours worked iexcess
of 40 in a workweekOvertime may be compensated in earleadeor pay The
official workweek at Virginia Tech is defined as midnight Friday to midnight
Friday.

Exempt Employees

An exempt employeés exempt from the both the minimum wage and overtime
requirements of theFair Labor Standards AcfFLSA). Exempt employees
include those whose primary duties are executive, professamainistrative or
computefrelatedand who are paid on a salatibasis The FLSA requires the
exempt or norexempt status of any particular employee to be deterntinedd

on whether dutiesresponsibilities,and salary meet all the requirements of the
appropriate sections of the regulation€ertain employees, suchs alaw
enforcement employees, are partially exempt from the overtime requirements of
the FLSA For more information about how FLSA Guidelines affect exempt
employees, or for informatioan how to report an improper deduction, you may
refer toUniversity Policy 4320: Guidelines for the Fair Labor Standards Act

Non-Exempt Employees

A nonexempt employedas covered by the provisions of thEair Labor
Standards Actand is required to be paid at least minimum wage and be
compensated at timendonehalf for all hours worked exceeding 40 in a
workweek.

Overtime

If you are working in a noexempt position, yomust workovertime hoursas
directed byyour supervisoror management; however, nerempt employees
should not work overtime without advance approval from the supern¥fsgou
take it uponyourselfto work overtime hours without prior apmal, you may be
subject to disciplinary actiorAdditional information on overtime may be found
in Guidelines for the Fair Labor Standards Act Policy 4320

Management may adjusour workweek schedule imrder to avoid overtime
compensationFor exampleyou may be asked to work an additional two hours
on Monday and again on Tuesdéy order to avoid an overtime situation for that
workweek,your supervisor may telyouto work only four hours on Thursday.
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WORKPLACE HEALTH AND SAFETY

As a memberof the university community you must know your safety
responsibilities, follow safety and health practices, prevent accidents and injuries,
communicate hazards to appropriate persons,benprepare for emergencies

that may occur in the workplac&ou must conduct university operations in
compliance with applicable federal, state, and local regulationsUancbrsity
requirements. Every department is expected to protect the safety anddiealth
university employees, students, and visitors ceempus The Virginia Tech
Department of Environmental, Health and Safety Services (EHSS) works closely
with departments, safety committees, employees, and students throughout th
universty to ensure compliance with these requirements.

As an employee, yoare expected to follow all health and safety rules, programs
and procedures, and refrain from operating any equipment without both proper
instruction and authorization frogour supewisor. For more information oyour
responsibilities, reviewdniversity Health and Safetyolicy 1005 or contact
EHSS directly.

EHSS programs and policies should be consulted to determine the requirement
for specific operations. A complete list of programs and policies maptaned
directly from EHSS at 459 Tech Center Drive in the Health & Safety Building or
downloaded fronwww.ehss.vt.edu

As an employee of Virginia Tech and the Commonwealth of Virginia, it is
important to be aware of and prepared for emergencies. The

Co mmo n w eDadantmerd af Emergency Managemienthelpful

resource for information about emergency preparedriex€cutive Order 44
(2007)requires all employees to comgdethe online coursd errorism and
Security Awareness Orientation Part |

Employee Rights

According to OSHA regulationgou may request an inspection or evaluation of
conditions thatyou believemay constitute a health or safety hazatagny time

You are encouraged to discuss your saéemncerns with your supervisprior to
making such a reques¥ou may also call EHSS ifou have any questions
regarding health and safety matters related to your employment at Virginia Tech
If you request a confidential inspection by EHSS, your name will not appear on
any record published, released, or made available to the public, youdiatene
supervisoror department head.ou have the right to report unsafe or unhealthy
conditions without retaliation on the part of any other person.

If you are asked to perform a task that you feel is unsafe, notify your supervisor
of the safety problenmmediately If the unsafe condition is not corrected and
you are ordered to perform the task, you may ask to be temporarily assigned to
different, nonhazardous jolf your supervisor will not temporarily reassign you,
you may then refuse to perforimetwork and should immediately call EHSS.
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ACCEPTABLE USE OF COMPUTERS AT VIRGINIA TECH

Access to computer systeraad networks owned or operated by Virginia Tech
brings with itcertain responsibilities and obligatiorand is grantedo you only
subject to university policies, and local, state and federal. |&@8cy 7000
establishes Virginia Techds acceptabl
forthe properusesf t he Uni ver si t ylrbosderitorbé granteda t i
access to VT systems through creatingPexrsonalldentifier (PID), you must
acknowledge acceptance of th@ginia Tech Acceptable Use PolicyYou are

also encouraged to review it periodicalljou should also be familiar with the

st at e d s Uge oflintemat and Blectronic Communication Systems (Policy
1.75) in particdar, it states that no user should have any expectation of privacy
with regard to any use of stabened equipment or through your university
issued accounts.

The university considers any violation of acceptable use principles or guidelines
to be a seriosl offense and reserves the right to copy and examine any files or
information resident on university systems allegedly related to unacceptable use,
and to protect its network from systems and events that threaten or degrade
operations. Violators are subjeo disciplinary action as prescribed in the Honor
Codes, the University Policies for Student Life, and employee handbooks.
Offenders also may be prosecuted under laws including (but not limited to) the
Communications Act of 1934 (amended), the Family dational Rights and
Privacy Act of 1974, the Computer Fraud and Abuse Act of 1986, The Computer
Virus Eradication Act of 1989, Interstate Transportation of Stolen Property, The
Virginia Computer Crimes Act, and the Electronic Communications Privacy Act.
Access to the text of these laws is available through the Newman Library
Reference Department.

ACADEMIC YEAR APPOINTMENTS FOR STAFF EMPLOYEES

A special stafffacademic year appointmamnhé or terrmonth is a fulktime staff
position with a work schedule of less thEimonths duringheyear. Department
Heads are responsible for the selection of positions to be converted from the
standard 1anonth appointment to the special term staff/academic gesition

There are specific guidelines for the conversion of a regulatirfiod position to

an academic year position, referenced in Virginia Tech policy at
www.policies.vt.edu/4040.pdf

ADDITIONAL /OUTSIDE EMPLOYMENT

During the hoursyou are employedto work at Virginia Tech,you may not
engage in other employment with other state agencies or in any private business.
If you work somewhere elsén any capacityoutside of your normal work
schedulewith Virginia Tech the continuance ofour outside employment is
contingent on whether the additional job affegbsir work performancen your
primary position with Virginia Tech, and whether it is in violation of Yheginia
Conflict of Interest Act You must informyour supervisoor Departmenteadif
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you have additional/outside employmentAlso, se Additional/Outside
Employment Guidelines 4070

VOLUNTEER SERVICE

Virginia Tech does acceptthe use of volunteer servicdDepartments are
encouraged to follow guidelines for the selection and supervision of individuals
volunteering Policy 4330- Guidelines for the Use of Volunteedescribes the
process in detail.

Because th&air Labor Standards Acstates that neaxempt employees must be
compensated for all hours they are required or permitted to, wodnthough
you mayvolunteerto work beyondyour normally scheduled hourd,you are in a
norrexempt position,the department must compensateu for those hours
worked You areconsideredavolunteer only if the following conditions are met:

e services are performed for which no compensation is received beyond
expenses or a nomal fee;and

e services rendered are not the same type serviceydhaareemployed to
perform for the university.

PoLicy oN ALCOHOL AND OTHER DRUGS

TheCommonweal th of on\icahg and Othed BrugsproHibitsc y
the unlawful or unauthorized manufacture, distribution, dispensation, possession
or use of alcohol or other drugs in the workplace. The -thegy policy also
prohibits an employee beireg workimpaired due to the use of alcohol or other
drugs In addition, the policy entitles theniversityto discipline any employee
who has been convicted of violating any criminal drug law and certain alcoholic
beverage control laws governing drivingilehintoxicated.

When you begin employment at Virginia Teclgpu receive a summary of the
Commonweal thés Policy o atyolArinewoempldyee a n
orientationand benefits enroliment session, and subsequently will receive annual
updates on #apolicy.

Commerci al Driver 6s License
Testing
In compliance with theOmnibus Transportation Employee Testing Act of 1991
Virginia Tech maintains a program to test for alcohol and controlled substances
If youarer equired to obtain a Comnmfoeywi al
position, youwill be testedfor alcohol and drugat the time of employmenYou
will also besubject to random selection for testiog aregular basis

GIFTS, GRATUITIES , OR REWARDS

As a state employee, yare in a position of public trust and therefore cannot
accept gifts, gratuities, favors, or rewarfts any servicesyou perform in
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connection withyour position It also is unlawful foryou to solicit, offer, or
accept any money or anything of value in exchange for an appointment, selection
for a position &ia higher salary grade, or special privilege with any state agency.

If this policy is violated,you may be subject to disciplinary action under the
Standards of Conduct Policy 1,60p to and including terminationVirginia
Techds Purchasing Department Standans d e s
of Conduct and Ethicsn their website.

INTELLECTUAL PROPERTIES POLICY
We recognize that,Ithough employed by the state, many employees work on
projects or develop materials that also have worth outside of state government.
Relevant to this issugou are governed by theniversity Policy on Intellectual
Properties 13000

PoOLITICAL ACTIVITY

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

You may not campaign foyourselfor anyone else during the hours whyem are
employed to work for the stat@rior to engaging in any political aeity, you
should determine whether such activity violates\irginia Conflict of Interests
Act If you are an employeef Virginia Cooperative Extensigoryou mustalso
check with your supervisorto obtain approval prior to engaging in political
activity, to avoidanypossible conflict of interest violation.

PRIVACY OF RECORDS

Your personnel record, maintained by Human Resources, is the property of the
Commonwealth. The contents pbur personnel file may be disclosed only as
provided in theereedom of Information A@nd theGovernment Data Collection

and Dissemination Practices Adf you applyfor credit of anykind thatwill
require a credit check or other investigatigmu will need to give written
authorkzation to Human Resources to release whatever information is required.

The Freedom of Information Acprovides thatyou may have access to
information contained iryour personnel records, with the exception of mental
health and medical records when the treating physician has indicated that a
review of such records might be injuriousytour health.

ON YOUR JOB

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

Your supervisor assigns work to you and is the person responsible for ensuring it
completion If you have questions about methodspdorities in your work, you
should ask your supervisor for clarification.

TIMELY AND REGULAR ATTENDANCE

You should report to work as scheduled and nofifyr supervisor as soon as
possible ifyou must arrivelate or miss worlfor any reasonFailure to report

according to your departmeré sattendance requirements may result in
disciplinary action.

HOURS OFWORK

Full-time employees are paid a salary based upon 40 hours of perk
workweek Our gandardpublic service hourfor the main campus in Blacksburg
are normally 8 a.ni. 5 p.m, Monday through FridayDepartments are expected

to provide service to the public, studeriggulty, and staff throughout this period
DepartmentHeads may approve alternate work schedules that differ from the
standard workweek if necessary to meet departmental neefisr more
information, refer to theHours of Work Information on breaks, lunch periods,
and alternate work schedules is also provided irHbrs of Work PolicyYou

are responsible for the accurate reporting of your hours worked each workweek.

APPEARANCE/PROPER ATTIRE

Department heads may set reasonable standards for properbaged upon
work-related needs.

SMOKING PoLicy

Smokingis not permitted within facilities owned or leased by the university, nor
in universityowned vehiles Exceptions to the policy involve residential and
speciaipurpose housing.

UNIVERSITY MAIL SERVICE

It is policy that the University Mail Seise, including orcampus mailjs for
official university correspondence onlyou should not usehe mail servicefor
personal corresponden@avertising,or mass mailing.

L ONG DISTANCE PHONE CALLS

University Telecommunications Systems are foraidli use Personal use of the
university long distance seéces is strictly prohibited and is considemgsuseof
state resourceCheck with your departmental administrative office about the
procedires for verifyingong distance charges for official university business.
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VISITORS/CHILDREN IN THE WORKPLACE

You should obtain approval froyour DepartmentHeadas towhetheryou may

have visitors, including children, in the workplace for shierm or brief periods
of time and if there are any conditions or stipulatiddkildren if permitted to
visit the workplacemust be accompanied by an adult at all times.

PERFORMANCE M ANAGEMENT

It is our objective to promote the wdiking of our employees in the workplace

and to maintain high standards of professional conductvanl performance
Effective job performance is very important to your success at Virginia Tech, and
performance management should be a proactive partnership between you anc
your supervisor.

EXPECTATIONS OF YOU AND Y OUR SUPERVISOR

You are expected to applyourself to your assigned duties during the full
scheduleve compensate ydior. You are expected to abide by all university and
state policies and to meet established performance standaodslitions or
circumstances that prevepbu from performing effectively or completingour
assigned tasks should be reportegidar supervisor as they become knowfau

should bring aclear instructions or procedures yoo u r S U padgention s o r
promptly for clarification.

Your supervisorshoud assistyou in understandinghe goals, objectives, and
performance standard®f your position as well as workplace conduct
expectations Your supervisorshould provide you ongoing feedback on your
work and results. He or shshould also beaware of any inadequate or
unsatisfactory work performance or behaviorymur part and attempto work
with you to support improvements arabrrect theunacceptablg@erformance or
behavior immediately.

ToOoLS AND APPROACHES

In the first week of employmentour supervisorshould provideyou with a
position description and performance expectatidii®e position description is
documentedn PeopleAdmin.The annual performance cycle is from October 25
to October 24About a month after you begin your job, and thetha beginning
of the annual performance cycl@ur supervisor shoul@entify anddiscusswith
you the responsibilities and performance expectatiohgour position. Your
supervisor willalsodiscuss factors that may influengeur performanceand any
developmental activities that MWihelp improve your performanceand results
These expectationare documented ofrorm P1R (Performance Plan and
Evaluation) and should be jointly reviewed periodically throughout the
performance cycle.

UNACCEPTABLE CONDUCT AND PERFORMANCE

The processs established for correctingonduct orperformance concesrapply
to full-time, paritime, and restrictecclassified andstaff employee These
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processes armot applicable to faculty, probationagmployeespr hourly wage
employees. In counseling and dealing with performance problems with regard to
non-covered employeed/irginia Techwill consider the standards provided in
this policy asa guide for dealing with unacceptable condddie Standards of
Conductpolicy, referenced frequently in this section, can be found in its entirety
at http://www.dhrm.state.va.us/hrpoligyeb/poll_60.html

When a situation exists where unacceptable conduct or performance exists
informal or formal corrective actionsteps may be taken, depending on the
severity of the situatianinformal corrective action may take the form of a
counselingsession referral to the Employee Assistance Program (EéP)he
issuance of a counseling memorandum or leRerformance improvement needs
may be formally documented through use of the -disgiplinary Notice of
Improvement Needed (Form®12), givingyou the opportunity to demonstrate
improved results before any disciplinary action should become necelSsanal
disciplinary action is accomplished by the issuance \Wfriiten Notice While we
hope that most performance and behavior problems can belvierl through
informal counseling sessionshey are not required to occur befofermal
disciplinary actioris taken

If you have gestions regarding the application $fandards of Castud, you
may contact theVirginia Tech Human Resources Departman540/2319331or
the state Department of Human Resource Management (DHRN8D4/225
2131 All information and processes dealing with performance management are
based on the guidelines StamahrdspodbCondacy s

Policy.

General Procedures

Discipline under theStandards of Condtievi | | not be based
race, color, religion, national origin, political affiliation, sex, age, veteran status,
sexual orientation or physicak mental disability Corrective actions should be
timely, fair, and consistently applied. Th&tandards of ConducPolicy is
designed to protect the wddking and rights of all covered employetsassure
safe, efficient operationand to assure compliance witw.

Removals Due to Circumstances Preventingou From
Performing Your Job

If you areunable to meet the working conditions ydur employment due to
circumstances such as those listed belgau may be removed fronyour
position. Reason®r such removaare referenced in the policy.

Prior toany such removalyour supervisowill notify you, verbally or in writing,

of the reasons for such a removal, givirogl a reasonable opportunity to respond
to the chargesNormally, 24 hours is viged as a reasonable timefrankénal
notification of removalill be via memorandum or letter, not by a Written Notice
Form.
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Unacceptable Standards of Conduct (Offenses)

The Standards ofConductpolicy referencesoffenses considered unacceptable
conduct, grouped into three levels of severity (Group I, Il and Il offen3&®)
offensesreferencedn the policyare not alinclusive but aregiven as examples

of unacceptable behavior for wehi disciplinary action may be taken
Accordingly, any offense that, in the judgment of your Department Head,
undermines the effectiveness of the departmesy be considered unacceptable
and treated in a manner consistent with the provisions of thissectio

The violation of any state or university policy may result in disciplinary action.
you arefound in violation ofany policy or participating in discrimination on the
basis of race, color, religion, national origin, political affiliation, ¢&cluding
sexual harassment), age, veteran status, sexual orientatymysical and mental
disability, except where a bona fide occupational qualification existsmay be
counseled or disciplined with either a Group I, Il, or Il Written Natice
depending on the specific facts and circumstances surrounding the inciaent.
are responsible for being aware of all applicable state and university policies.

Group Level Offenses

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

Group Il offensesnclude performance issues and woekated behavior thatre
more severe in nature than those defined as Group | offdhsesied a Group Il
Written Notice,you may also be suspended up to ten workdays without pay. A
second active Group Il offense normally should warrant reméeath your
position

Group Il offensesnclude performance issues and woekated behavior of such
a serious nature that a first occurrence normally warrants removal.

Disciplinary Action
Disciplinary actionin the form of a Written Notice may be takenresponse to
the conmission of offensesThe issuance of ®ritten Noticemay also include
suspension, transfer, demotion with a disciplinary salary action, or termination.

Written Notice

The Written Notice Fornstates theffense and resultindisciplinary actionand
includes a reference to thelfaiwdtleroyee
Notice is issued to you, you sighe form andaregiventhe original A copy of

the form is forwarded to Human Resourcés placementin your official
personnelfile. Your signature does not signify your agreement with the
information provided, but rather acknowledges that it was issued to you.
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Information on the active life of written notices, their cumulative natarel
potential for impacting performance ewationsis provided in theStandards of
Conductpolicy.

Suspensions

Suspensiomccurs when you are placed leavewithout-pay from work due to
disciplinary action taken by manageme8tispensions may also be usedth

pay and/or without pay(depending on the circumstances and length of
suspension)to remove an employee from the workplace pending investigation
related to the employeebds own per sol
pending court actionAdditional details relating to suspensions relative to
investigation or court action, as well as those connected to disciplinary action, are
provided in theStandardf Conducipolicy.

If you are placed osuspensionyounormally will not be allowedccess to your
worksite and will not be allowed to work except to fulfill previously scheduled
court obligationsYou may, however, stilaccess services in Human Resources,
including filing and procesneg a grievance.

EMPLOYEE GRIEVANCE PROCEDURE

The grievance procedure is a process throudtich you may bring your
complaints officially toyour immediate supervisaand/or to higher levels of
management.

Once you have completed yoprobationaryperiod, youhave access to the
Employee Grievance Procedui® address workelated complaints or disputes.
Probationary and hourly wage employees do not have access to the grievanc
procedure. A grievance must be initiated within 30 calendar days of the event or
action giving rise to the grievance. There are alernative dispute resolution
mechanisms available ymu for resolving complaintgsee Conflict Resolution)

The Employee Grievance Procedusanual is available fromHuman Resources
and may be accessed on thebsite atwww.hr.vt.edu For assistance, contact
Human Resourceat 540231-9331 You may also contact the Department of
Employment Dispute Resolution (DEDR) in Richmond fioore information or
advice on the grievance procedur&isit www.edr.state.va.us/index.htmcall 1-
888-23ADVICE.

LEAVING THE UNIVERSITY

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

34 RevJanuary 200


http://www.dhrm.state.va.us/hrpolicy/web/pol1_60.html
http://www.dhrm.state.va.us/hrpolicy/web/pol1_60.html
http://www.dhrm.state.va.us/hrpolicy/web/pol1_60.html
http://www.hr.vt.edu/
http://www.edr.state.va.us/index.htm

GIVING NOTICE OF RESIGNATION

It is good common business practice to proatldeastwowe ek s é not i c
you plan to resign from your positioilYou may submit a letter of resignation
directly to your supervisor, stating your intent and the effective date of your
resignation Depending on the situation, your job, and the needs of your
departnent, it may be beneficial to us if you are able to give more than two
we e k s 6. Yauare éncoaraged to discuss this with your supervisor.

RETURN OF VIRGINIA TECH PROPERTY
Whenyou leave the university, you will need to return all Virginia Tech prtyper

to the proper people or departments before you |dBgw is anonrinclusive
listing of common items and to whom they should be returned:

Parking Pass return tosupervisor oParking Services

Hokie Passpoiit return tosupervisor oHokie Passponffice
Keysi return to supervisor

Cell phonespagersgcomputer equipmetit return to supervisor
Uniforms toolsi return to supervisor

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

BENEFITS

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

For questions about continuation of your coverage through COB&Rifement,
or other benefitgselated questions, you may ca#0231-9331 and ask to speak
with someonén the Benefitsdepartment.

LAST PAYCHECK AND LEAVE PAYOUT

You will receive your last paychedkr the days worked in your last pay period

as per our regular pay period and pay date schedhitethe following pay date

any annual and compensatory leave balances you have will be paid to you by
check pending submission of your final leave report

For questions about your leave balances, you may contact the Leave departmen
in Human Resources &40231-9331 For payroll processing questions, contact
the Payroll department &40231-5201.

VIRGINIA EMPLOYMENT ComMISSION (VEC)

The Virginia Employment Commission (VEC) has a number of valuable
resources available to job seekers. If you are seeking other emplpymoerd
like to speak to a career counselor, or need resume or job training assistance, we
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encourage you to take advantage of their resources. Visit their website at
www.vec.virginia.gowr call 540831-5980.

If you believe you are eligible for unemployment compensation, you may file a
claim in Virginia by calling 54M831-598Q A conference call will be set up
between a VEC Deputy, you, and Virginia Tech to determine your eligitidy
unemployment claims in V¢ Virginia, contactthe West Virginia Burea of
Employment Programs at 3648 7024.

EMPLOYEE ASSISTANCE PROGRAM (EAP)

If you are covered by health benefitsirough Virginia Techyou also remain
eligible to receive services from our Employee Assistance Program (EAP) while
those benefits are activEAP counselors can assist you in dealing with stress and
anxiety, career transition issues, family issues, financial concerns, acikd mu
more. To access the EAP, calB6-7250602.

EMPLOYEE RELATIONS

If you have any questions or concerns about the terms of your separation
(especially in cases of disciplinary termination), or wish to discuss your rights to
file a grievance, you may contact Employee Relations in the Human Resources
department ab40231-9331 You have 30 calendar days from the occurrence of
an action to file a grievancand may grieve any instance of disciplinary action or
employment actions (termination or suspension).

ELIGIBILITY FOR REHIRE

If you are in good standing anauy voluntarily terminateyour employment with
the university you are eligibleto be consideredor future reemploymentt
Virginia Tech If you are rehired in a Staff position, you will be required to serve
the usualprobationary period, in accordance hvitniversity policies You may
contact Human Resources5t0/231-9331 if you have any questions relative to
your eligibility for to be considered faehire.
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