
Staff Leave and  
Retirement  

Benefits



General Information
• Leave runs January 10 – January 9

• Leave entry is from the 10th of the month through the 9th of the month
• Your supervisor or leave representative will advise how leave is  

reported for your department.
• Online leave reporting or paperform

• Part-time eligible employees earn leave proportionate to the
percentage of time worked.

• Leave Team in Human Resources
• hrleave@vt.edu
• www.hr.vt.edu/benefits/leave.html

mailto:hrleave@vt.edu
mailto:hrleave@vt.edu


• Annual leave is used for paid time off, including vacations.
• May be carried over from year to year, up to a maximum carry over amounts
• May be paid out upon termination, up to the allowable maximums

• Accrued every pay period, on the 9th and the 24th (overnight)
• Requires prior approval from a supervisor touse
• May not be used before earned

Annual Leave



• For employees transferring from or have previously worked for a state agency in a  
salaried position:

• May receive credit toward the calculation of annual leave hours.
• Human Resources will determine eligibility
• Prior participation in a VRS agency does not guarantee leave credit
• Email hrleave@vt.edu for Prior Leave Accrual TransferForm

• Eligible military service:
• Effective January 10, 2023 eligible military service is includable as service time for annual  

leave accruals and carryover limits. Military service does not impact service time for  
retirement or any other benefit. Changes to factor in military service for annual accrual will
apply to the leave period after documentation is submitted. The submission is the 10th of each
month; changes will not be applied retroactively, but any requests received after the deadline  
will be effective the following month.

• Eligible service includes: active duty military, national guard or reserves or inactive duty, or  
full-time state or federal national guard duty.

• Veterans must complete the request and submit from DD-214 (and/or equivalent service
records) supporting the service time. Please submit request and supporting documentation  
here.

Annual Leave Credit

mailto:hrleave@vt.edu
https://forms.office.com/pages/responsepage.aspx?id=hGiVYK0Q-kCGPU8yweOjeqRfelYH-8ZPtPYa40WcLsJUQ0lWMUNYOE5YV1ozVE1aOEpOUVJSTEZZRCQlQCN0PWcu


• Sick Leave

• Personal illness

• Personal Injury

• Personal medicalAppointments

• Family and personal leave

• Family members’ illness

• Family members’ injury

• Take family member to medical appointments

• Bereavement

• Personal use, like annual leave

• Long Term Care – during employment

• Short-term disability – one-year waiting period

• Long-term disability – one-year waiting period (must have also completed 6 months of short-term disability)

• VSDP Handbook for more information on VSDP

Virginia Sickness and Disability Program (VSDP)

https://www.varetire.org/pdf/publications/vsdp-handbook.pdf
https://www.hr.vt.edu/benefits/leave/employee-leave-plans/staff.html


• Employees hired January 10
through July 9 receive at hire:

• 8 workdays (64 hours) of sick leave
• 4 work days (32 hours) of

family/personal leave

• Employees hired July 10 through
January 9 receive at hire:

• 5 workdays (40 hours) of sick leave
• 4 workdays (32 hours) of  

family/personal leave

• On January 10 each year:
• Employees are credited with new  

VSDP leave bank
• Sick leave goes back to max, based on  

years of service
• Family sick goes back to max, based on  

years of service
• Unused hours are forfeited and not

carried over

Virginia Sickness and Disability Program (VSDP)
Sick Leave

Family Personal Leave



• Employee does not earn leave while on leave withoutpay

• Employee does not earn holiday pay if on leave without pay for any part of the  
day before or the day after the holiday

• Benefits – such as health insurance – may beaffected

Leave Without Pay



Probationary Period
• Probationary Period Extensions for 6 month or 12 month reviewdates

• If you are on an approved short-term disability or in a leave without  
pay status for more than 14 consecutive days during your first 12  
months of employment, your probationary period will be extended  
by the length of time equivalent of the employee’s absence.

• The employee and supervisor will be notified in writing by the Leave  
program that the probationary period has been extended



• Fair Labor Standards Act – Indicates if an employee is eligible for  
overtime pay.

• Non-exempt: eligible for overtime

• Exempt: not eligible for overtime

• Employees in non-exempt positions are compensated at time-and-one  
half rate for all hours physically worked over 40 in the VT work week.

• Department decision to accrue this time as comp leave in lieu of  
payout

Eligibility for Overtime Compensation



Federal legislation that requires employers to provide up to 12 weeksunpaid  
leave for:

• Birth or adoption of a child

• Serious health condition ofemployee

• Serious healthcondition of family member

• Additional leave for Military FamilyLeave

Eligible Employees:
• Must have worked for state agency for 12 months, non-consecutive over past 7 years

• Must have worked 1,250 hours in previous12 months

• Must have physician certification or other supporting documentation

Family and Medical Leave Act (FMLA)

https://www.hr.vt.edu/benefits/leave/fmla.html


• 320 hours of leave (prorated based on FTE, for example, if .8FTE then they  
would get 256 hours)

• Leave for the birth, adoption, foster or custodial placement of achild

• Has 6 months from the date of even to use the hours
• This leave can be used in addition to Sick Leave, FMLA, VSDPShort-term  

disability and Restricted Faculty Short-termdisability.

• Employees must be eligible for FMLA to be eligible for PPL
• Worked for a state agency for 12months

• Worked at least 1250 hours in previous12 months

Paid Parental Leave

https://www.hr.vt.edu/benefits/leave/employee-leave-plans/other-leave/paid-parental.html


State Holidays
• New Year’s Day – Wednesday, January 1, 2025
• Martin Luther King, Jr. Day - Monday, January 20, 2025
• Memorial Day - Monday, May 26, 2025
• Juneteenth – Thursday, June 19, 2025
• Independence Day - Friday, July 4, 2025
• Labor Day - Monday, September 1, 2025
• Thanksgiving Day - Thursday, November 27, 2025 (plus half day before and full day after)
• Winter Break Closing 

• Half day Wednesday, December 24, 2025
• Thursday, December 25, 2025 - Thursday, January 1, 2026 (6.5 days)

• Any other days designated by Governor

NOTE: Emergency Personnel may be required to work on holidays or any day(s) of Winter Break

https://www.hr.vt.edu/benefits/leave/holiday-closing-schedule.html


Winter Closing

The university is closed between December 25th and January 1st each year forWinter Break

(these dates may vary depending on when the holidays fall each year)

Effective January 10, 2024, these days are now considered paid holidays for all  
eligible employees. No leave needs to be used for Winter Closing.

2025:
• Half day Wednesday, December 24, 2025
• Thursday, December 25, 2025 - Wednesday, January 1, 2026 (6.5 days)

https://www.hr.vt.edu/benefits/leave/holiday-closing-schedule.html


Working on Holidays

• Employees will earn compensatory time if they work on a holiday when the  
university is closed

• Employees will need to have pre-approval from their supervisor before  
working on a holiday when the university is closed

• Compensatory time earned must be used within 1 year from the dateearned



• Community Service Leave
• 16 hours

• Donate Bone Marrow or Organs
• 30 days

• Military Leave
• 21 days per fiscal year, plus 1 day for Selective Service Examinations

• Civil & Administrative Leave
• Jury Duty
• Summons or subpoena
• Interview with another stateagency

Additional Types of Leave



Official Notifications:

• University operator: 540-231-
6000

• Weather hotline: 540-231-6668
• WVTF-FM Radio 89.1 or 91.9
• www.vt.edu/status
• VT Alerts

Authorized Closings

Emergency Personnel:

• Position description will advice if  
employee is considered an emergency/  
essential personnel

• Those considered emergency personnel  
that work during authorized closing will  
earn leave equivalent to the number of  
hours worked to use at a later datewith  
supervisor approval

http://www.vt.edu/status


How to Report Leave and Time Off
Leave & Time Worked Reporting System: www.hr.vt.edu/leavereport

1

2

https://www.hr.vt.edu/benefits/leave/leave-reporting.html
http://www.hr.vt.edu/leavereport


How to Report Leave and Time Off
• Begin: how much leave  

employee has available atthe  
beginning of the leaveperiod

• Earned: how much leave  
employee has earned asof  
date checking

• Used: how much leave  
employee has used in current  
leave period

• New: current available leave  
amounts, after leave hasbeen  
earned and/or used in current  
leave period

Note: Non-exempt employees  
enter time (hours) workedeach  
day, as well as leave taken.

Exempt employees onlyenter  
leave taken.



• Leave year runs from January 10th – January 9th

• Using annual, compensatory, or family personal leave requires prior approval  
from your supervisor

• Any compensatory leave expires 1 year after it is earned to include: holidays,  
authorized closings, and straight-timeovertime

Reminders



Contact Information

Human Resources Leave Team 
300 Turner Street NW

Suite 2300 (MC 0318) Blacksburg,
Virginia 24061
540-231-9331

hrleave@vt.edu
www.hr.vt.edu/benefits/leave.html

mailto:hrleave@vt.edu
mailto:hrleave@vt.edu


Flexible Spending Accounts
Page 8 of Spotlight on Your  

Benefits packet  
www.payflex.com

Questions?

http://www.payflex.com/


Staff Retirement  
Benefits

Kayla Angle
Phone: 540-231-4420
Email: kangle@vt.edu

mailto:kangle@vt.edu


Vested – vesting refers to the gradual
granting of ownership of contributions
made by VT

Defined Benefit Plan – provides a  
lifetime monthly benefit based on a  
percentage of your salary, at  
retirement, similar to a pension

Defined Contribution Plan – provides  
a balance to draw from in retirement  
based on the amount contributed by  
the employee/employer and the  
earning of those contributions

Retirement Vocabulary



• The VRS is the mandatory retirement plan for staff  
employees.

• All staff employees will contribute funds from each  
paycheck to be credited to their VRS account

Virginia Retirement  
System (VRS)

• Previous Plans
• VRS Plan 1
• VRS Plan 2

• Current Plan Offered
• VRS Hybrid

VRS Plans

https://myvrs.varetire.org/login/
It may take 4-6 weeks before your account is active

Access your VRS  
account

https://myvrs.varetire.org/login/


VRS Plan 1
• Employed by VRS agency prior to July 1, 2010 AND have 5 years of VRS and/or ORP service by July  

1, 2013
• Defined Benefit – based on age at time of retirement and length of service
• Employee contributes 5%
• More information here

VRS Plan 2
• VRS or ORP service time between July 1, 2010 and December 31, 2013 OR less than 5 years of  

service prior to July 1, 2010 and have retirement account in place
• Defined Benefit – based on age at time of retirement and length of service
• Employee contributes 5%
• More information here

https://www.varetire.org/retirement-plans/defined-benefit/plan1
https://www.varetire.org/retirement-plans/defined-benefit/plan2


VRS Hybrid Plan

• Hired on or after January 1, 2014 with a Virginia State Agency or  
took a refund of defined benefit portion of previous VRS account

Provides a  
monthly benefit  
at retirement

Defined  
Benefit Balance is based  

on contributions  
and investment  
performance

Defined
Contribution



VRS Hybrid Plan Mandatory Contribution

Fixed employee  
contribution rate of  
5% per paycheck

4%
Defined Benefit Plan

5 year vesting period to  
receive a monthly annuity  

at retirement

1%
Defined Contribution Plan

4 year sliding scale vesting  
period



VRS Hybrid Plan Defined Benefit – When can you retire?
Example of Unreduced Benefit

Years of Service 30

Retiring Age 60

Salary $40,000 per year (for the  
highest 60 consecutive months)

Monthly Benefit $1,000

Example of Reduced Benefit

Years of  
Service

17

Retiring Age 60

Salary $40,000 per year (for the highest  
60 consecutive months)

Monthly  
Benefit

$344

Unreduced  
Benefit

Rule of 90  
(age + service = 90)

Normal SocialSecurity  
retirement age and 5  

years of service

Formula: highest 60  
consecutive months of salary  

X length of service X 1%

Reduced  
Benefit

Age 60

At least 5 years of  
service



VRS – Purchase of Prior Service

Employees may increase their creditable service by purchasing certain types of eligible service.  
Purchased service credit increases the retirement benefit and results in a more favorable  
reduction factor in the case of early retirement.

Eligible Service Types:
• Previous public employment (must be full-time, permanent,salaried position)
• Federal Service in Other Agencies (must be full-time, permanent, salaried federal service - including service in the Peace  

Corps & AmeriCorps)
• Military Service
• Refunded VRS service
• Non-Virginia state service if not vested
• Non-covered (wage) service with a participating VRS agency

Costs (within 2 years)
• Plan 1 – 12.54% of salary
• Plan 2 – 10.89% of salary
• Hybrid – 6.68% of salary
• Refunded Service – no time limit. Return of refunded amount plus interest from date of refund to the purchase date, using  

6.75% interest rate compounded annually

You may purchase up to a combined total of 48 months with the exception of some types of active duty militaryservice.



VRS Hybrid Plan Defined Contribution – When are you vested?

Contributions are invested with  
VRS fund managers and  
administered by VOYA

Sliding scale vesting period; fully vested  
at 4 years.



VRS Hybrid Plan Defined Contribution



Mandatory 5%

Additional voluntary  
contribution to  

Defined Contribution  
portion of Hybrid Plan  

of up to 4%





How To Increase The Defined Contribution Portion of VRS Hybrid Plan

You can make changes to the Defined  Contribution on a monthly basis.

Start Saving Now!

Online - Log in to Account Access, click "Select an Option" next to the Hybrid 457  Deferred Compensation Plan, and choose "Change 
Contributions." Select the  percentage of each paycheck you’d like to set aside in voluntary contributions. You  can begin saving up to 
4% right away!

Phone - Call Participant Services at 877-327-5261; select option 1.

*Please be aware that it may take 4-6 weeks for your VRS account to become active.  

More information here

https://accountaccess.icmarc.org/participant/login_vrs.jsp
https://www.varetirement.org/hybrid/plan-info/voluntary-contributions.html


Plan Features to Help You Save

SmartStep Auto-Escalation



SmartStep and auto-escalation are hybrid plan features that work  
together to help you save more for retirement.

Sm
ar

tS
te

p • you must opt in to SmartStep.
• Once you log in and choose the  

amount (0.5% to 3.5%) and  
month of your annual  increase, 
SmartStep will increase  your 
contribution each year.

• Log in to Account Access at 
varetire.org/hybrid, select your  
Hybrid Plan account, then click  
on Contributions to enter an  
amount for SmartStep.

Au
to

-e
sc

al
at

io
n • No action is required for auto-

escalation.
• Every three years your  

contribution automatically  
increases by 0.5%. Your next  
increase will occur in 2026,  
unless you opt out.

https://www.varetirement.org/hybrid.html


VRS Options Upon Leaving Virginia Tech

• If at least 5 years of service, employee can use this  
account as a pension plan

• If less than 5 years of service, employee can come  
back to a Virginia state agency to resume vesting

Leave account in place

• Vested, you will be eligible for a refund of your member contribution  
account balance

• Not vested, you will be eligible for a refund of the balance, excluding  
any member contributions made by your employer, and the interest on  
these contributions

• 20% federal tax, 4% state tax, 10% penalty before age 59 ½

Roll vested portion of  
account over to another  

tax sheltered plan

Request a Refund – taking  
a refund cancels your VRS  
membership and eligibility  

for any future benefits



Additional Ways to Save:

Voluntary Retirement  
Plans

Note: The following voluntary retirement plans are separate from your VRS Retirement Plan.



Voluntary Retirement Plans: 403(b) and 457(b)

Two options available: 403(b) and 457(b)
• 2025 annual limit

• $23,500 if 49 years or younger
• $7,500 catch up if age 50 or older = $31,000 annual limit
• Traditional (pre-tax) or Roth (post-tax) options available
• Contributions made to plans of other employers in 2025 are cumulative for each plan type
• Employees can contribute to both 403(b) and 457(b) accounts

• Combined total contributions allowed is $47,000 ($62,000 if 50 or over)

• Companies
• 403(b): Fidelity and TIAA 
• 457(b): VOYA

More information here

https://www.hr.vt.edu/benefits/retirement/tax-deferred.html
https://www.hr.vt.edu/benefits/retirement/deferred-compensation.html
https://www.hr.vt.edu/benefits/retirement/voluntary-retirement-plans.html


Maximizing Benefits with Cash Match

Virginia Tech Cash Match:
• Match 50% of employee contribution up to a maximum of $20 per paycheck
• Immediately vested

Cash Match Conditions:
• Cash match exclusively with onecompany
• VRS Hybrid participants must maximize the 4% voluntary defined contribution

before becoming eligible for the cashmatch

Employee contributes $40 Virginia Tech matches $20



Maximizing Cash Match Benefits
An employee taking advantage of the cash match on a  
bimonthly basis = $480 per year in contributions from VT

18,000

76,000

20,000

70,000

60,000

50,000

40,000

30,000

80,000

10,000

0
20 Years 40 Years

Assuming cash match of $40 each month earning 6% annual rate of return.



Maximizing Retirement Contributions at Virginia Tech

Employees have the flexibility to contribute to both 403(b) and 457(b) accounts

• Combined annual limit of $47,000 for those aged 49 and under ($62,000 if 50 or over)

• Contributions outside of Virginia Tech are not known

• VRS Hybrid participants must maximize the voluntary defined contribution before being  

eligible for the cash match

• Immediate vesting



Voluntary Retirement Plan Comparison

403b
Vendor: TIAA or Fidelity

10% early withdrawal penaltybefore age  
59 ½

Has loan provisions that allow for  
possible withdrawal while working at VT

Enroll: Online through Hokie Spa

457b
Vendor: VOYA

No early withdrawalpenalty

Cannot take distributions while  
employed at VT unless 70½

Enroll: online or by phone



403(b) Enrollment

Enroll in or make changes to a 403(b) contribution through Hokie 
team.

Step-by-Step Instructions:
1. Log in to Hokie Team
2. Navigate to ‘Benefits and Deductions’ and select ‘Current 

Enrollment’
3. Select ‘Retirement Plan’
4. To Enroll in a New 403(b):

• Scroll to the bottom of the page and select ‘add a new 
benefit or deduction’

• Follow the prompts to add a new 403(b) account and set 
up your contribution preferences

For detailed, step-by-step instructions with screenshots, click here.

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fapps.es.vt.edu%2Fssb%2Ftwbkwbis.P_GenMenu%3Fname%3Dbmenu.P_MainMnu&data=05%7C02%7Ckangle%40vt.edu%7Ce51c473b74784a75efd508dcd676ad43%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C638621052394717215%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=q5E6IJXbZdvEDagtg4GTT0GvcsRZjKEDq8BCTg5LiyU%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fapps.es.vt.edu%2Fssb%2Ftwbkwbis.P_GenMenu%3Fname%3Dbmenu.P_MainMnu&data=05%7C02%7Ckangle%40vt.edu%7Ce51c473b74784a75efd508dcd676ad43%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C638621052394717215%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=q5E6IJXbZdvEDagtg4GTT0GvcsRZjKEDq8BCTg5LiyU%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fapps.es.vt.edu%2Fssb%2Ftwbkwbis.P_GenMenu%3Fname%3Dbmenu.P_MainMnu&data=05%7C02%7Ckangle%40vt.edu%7Ce51c473b74784a75efd508dcd676ad43%7C6095688410ad40fa863d4f32c1e3a37a%7C0%7C0%7C638621052394717215%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=q5E6IJXbZdvEDagtg4GTT0GvcsRZjKEDq8BCTg5LiyU%3D&reserved=0
https://www.hr.vt.edu/content/dam/hr_vt_edu/benefits/retirement/Instructions%20for%20Enrolling,%20Changing,%20or%20Stopping%20403b%20Contributions.pdf.pdf


Voluntary Retirement Enrollment – 457(b)

457(b) Enrollment

• Online

• By phone: VRS-DC-PLAN1 (877-327-5261), option 1

set up your online 
access and log in

select Enroll from the COV  
457 Deferred Comp Plan  
dropdown menu

follow
the Enroll instructions

https://accountaccess.icmarc.org/participant/selfSelectedUserId.jsp


403b & 457b Options Upon Leaving Virginia Tech

Leave account in place

Rollover to another tax sheltered plan

Early withdrawal results in taxes in both types  
of plans, and penalty with the 403b only



Automatic Enrollment in 457(b)

Participants in VRS Plan 1 and 2 will be enrolled in the 457(b) plan 90 days  

after their hire date unless they take action to opt out. This automatic  

enrollment includes a $20 per paycheck deferral, with an additional $10 cash  

match from Virginia Tech.

To opt out, you can do one of the following:

• Enroll in the 403(b) or 457(b)

• Call VRS Defined Contribution at 877-327-5261 to optout

• Go online to www.varetire.org/dcp to optout

http://www.varetire.org/dcp


Resources

Retirement
• Human Resources Service Center: (540) 231-9331

• http://www.hr.vt.edu/benefits/retirement.html

Leave Team:

• hrleave@vt.edu

• www.hr.vt.edu/benefits/leave.html

http://www.hr.vt.edu/benefits/retirement.html
mailto:hrleave@vt.edu
http://www.hr.vt.edu/benefits/leave.html


Questions?
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