
Welcome to  
Virginia
Tech!








Contact for  
orientation-related  
questions:

hrorientation@vt.  
edu



Contact Information
Division of Human Resources  
North End Center, Suite 2300  
300 Turner Street NW  
Blacksburg, VA 24061  
Campus mail code: 0318

HR Service Center
Email: hrservicecenter@vt.edu 
Phone: 540-231-9331
Fax: 540-231-3830

To turn forms in digitally:

Go to www.hr.vt.edu

Click on the orange box that says  
“Submit Documents to Human  

Resources”

mailto:hrservicecenter@vt.edu
http://www.hr.vt.edu/


Time Topic

8:15 – 8:55 General onboarding + optional benefits

8:55 – 9:00 ADA and Accessibility Services

9:00 – 9:15 Hokie Wellness

9:15 – 9:20 Break

9:20-10:40 Health Insurance + Flexible Spending Accounts

10:40 – 10:50 Break (staff will be placed in breakout room)

10:50 – 12:00 Staff + Faculty Leave and Retirement (concurrent)

Agenda



Basic Onboarding Information



Your Welcome Letter

Look for:
• Job Classification

• Faculty or Staff
• Regular or Restricted
• AY or CY

• Hire date
• Form deadlines

• Health Insurance (Faculty + Staff)
• Retirement Election (Faculty)



Hokie Passport
Use it for:
• Free Blacksburg Transit access
• Library, dining halls, bookstore, vending machines
• Access to buildings + suites

Process to obtain it:
• Go to Student Services Building: 800 Washington St  

in Blacksburg
• If off campus: talk with your supervisor



Parking Information

Parking on the Blacksburg campus requires the  
display of a valid parking permit (or payment of a  
daily or hourly fee) from 7 a.m. – 10 p.m., Monday  
through Friday.

Purchasing a Permit
• Optional
• Daily, Yearly, Semester, Quarterly, etc.
• Purchase online or at the Parking Services Office  

(505 Beamer Way in Blacksburg)



Information  
Technology  

Assistance: 4Help

The 4Help team can assist with:
• Account access
• Password resets
• IT questions, connectivity issues,  

software/hardware
• Much more!

How to get assistance:
• Self-service portal + many knowledge-

base articles at www.4help.vt.edu
• Call 540-231-4357

http://www.4help.vt.edu/


Communications



VT Alerts

• Virginia Tech’s emergency  
notification system

• All employees are automatically  
registered for email notifications

• Can sign up for additional  
notification avenues: text + phone
• Visit alerts.vt.edu to sign up

• Community + family members can  
also sign up



VT Daily Email

• Employees are automatically  
registered to receive the VT daily  
email (may take a couple of weeks)

• Published Monday through Friday  
when university is open



Go “Hokie Green”

The vision of the 2020 Climate Action 
Commitment is in the spirit of Ut Prosim, 
Virginia Tech will be a leader in climate 
action in service to our community, the 
commonwealth, and the world.

Virginia Tech has again earned a 
gold Sustainability Tracking, Assessment & 
Rating System (STARS) rating. This year 
(2024) , the university earned its highest 
score ever through collaboration focused 
on key sustainability initiatives.

Events and Programs | Virginia Tech 
(vt.edu)

https://vt.edu/sustainability/background.html
https://vt.edu/sustainability/background.html
https://stars.aashe.org/
https://stars.aashe.org/
https://www.vt.edu/sustainability/engagement.html
https://www.vt.edu/sustainability/engagement.html


Pay Information



Pay Periods  
and

Pay Dates

Employees are paid semi-monthly
• 24 pay periods per year
• Paid on 1st  of month (for 10th-24th)
• Paid on 16th  of month (for25th-9th)

*If hire date is not at beginning of a pay  
period (10th or 25th of the month), first pay  
check will be pro-rated.



Academic Year Pay All academic year faculty and staff are  
required to defer their pay over 12 months



Federal, State, and FICA taxes

If you are a U.S. Citizen or Permanent Resident:
• Complete tax forms online – search “Hokie Spa” at vt.edu, then select “Hokie Team”

Foreign National Employees will receive an email from Payroll (fnisadmin@vt.edu) with  
instructions for completing the mandatory FNIS hiring process with Payroll within a week of  
their hire date. During this process, Payroll will verify tax status, collect work authorization  
documents, and issue tax forms. If you should have any questions or do not receive the FNIS  
instruction email, please email fnisadmin@vt.edu. Rehired employees with less than 1 year  
break in service do not have to recomplete the FNIS hiring process.”

mailto:fnisadmin@vt.edu
mailto:fnisadmin@vt.edu


Direct Deposit

Direct deposit is required for all employees

To set up direct deposit:
• Search “Hokie Spa” at vt.edu
• Select “Hokie Team”
• Select “Employee Dashboard” then “Direct Deposit Information” 

Please note: if direct deposit is not set up prior to your first check, the Bursar’s Office will  
mail the first check



Maintaining Your Addresses

Important to keep all addresses updated:

• Administrative office address – address of employee’s department (mail code)
• In general, your department will take care of this, but you can update it in HokieSPA if needed

• Mailing address – W2, tax forms, benefits information, any other official VT communication
• Initially entered by employee via new hire center; employee keeps this updated via HokieSPA

• Remote work address – primary work location where employee performs duties when not on VT
property

• Initially entered via the flexible work agreement form and must be updated through that agreement

• VT Work Address – address located on Virginia Tech leased/owned facilities where employee is actually
physically working the majority of time

• This may be different than the administrative office address in certain situations
• HR personnel will generally input this information initially, then employee can update via HokieSPA as needed



How to Update Addresses



Optional Benefits



Tuition Assistance

Two types of assistance:
• Tuition waiver - if taking classes at VT
• Tuition reimbursement – if taking classes at another university or  

college
• Find more information here

Important notes:
• Must be a salaried employee for at least 90 days prior to utilizing  

tuition benefits
• Full time employees may take up to 12 credit hours per academic  

year
• Part time may take up to 6
• Requires supervisor approval and employee must provide passing  

grade



Employer-Provided Life Insurance

• Term life insurance coverage for 2x employee’s  
annual salary

• Beneficiary order of precedence:
• Spouse
• Children
• Parents
• Next of Kin

• To update your beneficiaries, create an account at 
myVRS.varetire.org

*Important note: please wait 30 days prior to trying to  
log into your myVRS account



Additional Term Life Insurance (Optional)

Coverage:
• Options available up to 8x salary for employee  

(spouse coverage will always be half of employee’s  
coverage amount)

• If application is received within first 31 days of hire, 
employee is guaranteed coverage up to $400,000 with  
no medical questionnaire required

• Medical Questionnaire is required if:
• If total coverage equals >$400,000, employee

completes medical questionnaire
• If applying for spouse coverage amount that is

more than half the employee’s salary, spouse
completes medical questionnaire



How to apply:

1. Select “Securian Application” (and “Evidence of  
Insurability” if required) on this webpage.

2. Fill out application and submit to Human  
Resources via the Secure HR Dropbox

For more information about rates, coverage  
options, and more, check out Securian’s  
Information Booklet here
If spouse is current state employee, must have  
separate policies



Whole Life Insurance

Must be employed full-time for at least 90 days to be  
eligible

Available coverage:
• Employees: guaranteed approval for coverage  

amounts of $10,000 – $100,000
• Spouses, domestic partners, children, and  

grandchildren: guaranteed approval for coverage  
amounts of $10,000 - $50,000

• More information here

To apply, contact:
Lisa Van Wickler  
434-953-5091

lvanwickler@ft.newyorklife.com

mailto:lvanwickler@ft.newyorklife.com


Accidental Death and Dismemberment

Provides protection against certain injuries resulting  
from a covered accident (globally + 24/7). More  
information here.

• Includes Travel Assist
• Coverage amounts available from $10,000 to

$250,000
• Also eligible: legal spouses, unmarried dependent  

children up to 19 years old (25 years old if full time  
student)

To apply:
Submit an enrollment form and  

beneficiary form to the HR  
Dropbox here.



Aflac Supplemental Insurance  
Policies

To enroll, contact:
Michael Glover  
540-997-3201

michael_glover@us.Aflac.com

Policy options:
• Short Term Disability
• Cancer
• Hospital Indemnity
• Accident
• Critical Care

When to Enroll:
• Within 60 days of hire
• During month of September
*exception is the Short Term Disability policy

mailto:michael_glover@us.Aflac.com


Legal Resources  
Plan

Comprehensive legal coverage for broad range of legal  
services

Coverage details:
• Most legal matters covered at 100%. Pre-existing legal  

matters + less common issues covered at 25%
• Spouse + dependent children covered
• Cost is $8.50/paycheck

When to enroll:
• Within first 60 days of hire
• During month of September

To enroll:

Visit this webpage and click on  
enrollment link. For questions about  

covered matters, call Member  
Services at 800-728-5768



Ll LEGA[
RESOURCES

To enroll:

Visit this webpage and click on  
enrollment link. For questions about  
plan details, call Member Services at  

800-728-5768

Legal Resources - Identity Theft
Protection

Comprehensive Identity Theft Protection

Coverage details:

• Includes Identity Monitoring, Credit Reports and
Scores, ID Theft Resolution and Restoration Services

• $2 Million Identity Theft Insurance
• Cost is $4/paycheck/Individual
• Cost is $9/paycheck/Family

When to enroll:

• Anytime



Genworth Long-Term Care  
Insurance

Helps pay for nursing home care or in-home care

• Who is eligible? - employee, parents, grandparents,  
siblings, spouse, in-laws

• If application is received within first 60 days of hire,  
modified underwriting

• To apply, visit this webpage and enroll online



Benefit When to Enroll +  
Make Changes

Underwriting? More  
Information

Additional Term Life  
Insurance (Securian)

Any time (benefit to enrolling in  
first 31 days)

Employee: only if applied for after  
31 days OR coverage >$400,000 
OR coverage > 4x the annual 
earning Spouse: only if over 
option 1  Children: only if after 31
days

Securian Webpage

Whole Life Insurance (NY  
Life)

After 90 days of FT employment
Employee: only if coverage  
amount over $100,000  
Dependents: only if coverage over
$50,000

New York Life Webpage

Zurich AD&D Any time No Zurich Webpage

Aflac Within first 60 days of hire OR  
during September

No Aflac Webpage

Legal Resources Within first 60 days of hire OR  
during September

No Legal Resources Webpage

Long-Term Care Insurance  
(Genworth)

Any time (benefit to enrolling in  
first 60 days)

Employee: Modified underwriting  
if applied for in first 60 days  
Dependents: full underwriting

Genworth Webpage

https://web1.lifebenefits.com/content/dam/doc/grp/plan-summary-add-term-vrs_56740-5.pdf
https://www.hr.vt.edu/benefits/life-insurance/optional-life/new-york-life.html
https://www.hr.vt.edu/benefits/optional-benefits/accidental-death.html
https://www.aflacenrollment.com/VirginiaTech/HET653232243
https://www.legalresources.com/
https://cov.groupltc.com/learning-center/login.html?grp=cov


Questions?



Introduction to ADA and 
Accessibility Services

Raksha Sharma, ADA Accommodation and Outreach Specialist



Introduction to ADAAS
• Who: ADA (Americans with Disabilities Act) and Accessibility Services is 

a unit within the Office for Civil Rights Compliance and Prevention 
Education. 

• What: ADA and Accessibility Services authorizes reasonable 
accommodations on a case-by-case basis. Under Title II – Physical & 
Programmatic Access.

• How: Via an interactive process for qualified employees with disabilities 
in accordance with the ADAAA. Physical access through collaboration 
across the university.

• Where: 220 Gilbert Street (0150), adaaccess@vt.edu, 540-231-2010.

mailto:adaaccess@vt.edu


Common Needs

What are some common 
conditions that almost always 
need to be accommodated?



Scenario
An employee is struggling with remembering discussion 
points from meeting with Supervisor and colleagues. He 
takes notes but has a hard time recalling expanded version 
of some key points due to brain fog as a result of his 
medical condition. The employee is not sure what 
accommodation to request. 



Contact
ADA and Accessibility Services
Office for Civil Rights Compliance and Prevention Education 
220 Gilbert Street, Suite 5201 (0150), Blacksburg, VA 24060
Phone: 540-231-2010
Fax: 540-231-2990
Email: adaaccess@vt.edu
Employee requesting reasonable accommodation? Got to: 
https://civilrights.vt.edu/

Services for Students with Disabilities 
Students requesting reasonable accommodation? Go to: https://ssd.vt.edu/

mailto:adaaccess@vt.edu
https://ssd.vt.edu/




Hans Carlo Rivera
Mental Health Specialist 

Julie Carlson, CHES
Health Educator

Ana Agud, MPH 
Manager, Work/Life Program

David Andrews, MPH CHES
Associate Director

The Employee 
Wellness Team















































Registering for TimelyCare: timelycare.com/virginiatech



Registering for TimelyCare: timelycare.com/virginiatech
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