FACULTY FORMS
TRAINING
SUPPLEMENT




Required Reviews and/or Approvals

Provost or

Type of Action Sr Mgt | Research EVP President
Mid-cycle adjustments including
promotions, increased responsibilities,
alignment, retention, or other special
cases

for Special Research Fac Any amt | Any amt >10% >10%

for all other types of Fac Any amt Any amt >10%
Routine or Fixed Increases (note 1):

Extension Unit or Area Coordinator All (no further approval needed)
Supplements

Completion of degree (usually Extension) All (no further approval needed)

Prevailing wage determination/visa issues All (no further approval needed)

Overseas supplements per Dept of State All (no further approval needed)
guidelines

Change in % appointment w/ proportional All (no further approval needed)
salary increase

Cost of living adjustment for National All (no further approval needed if $3-5,000;
Capital Region exceptional increases require approvals

above)

AY-CY or CY-AY using straight formula only All (no further approval needed)
@ 1.22222

CY Research Conversions All All
Offers made to current employees as a
result of a competitive search

for Special Research Fac Any amt | Any amt >10% >10%

for all other types of Fac Any amt >10% >10%
Conversion from Classified to Faculty Any amt | Any amt Any amt >10%
(Note 2)
Annual Merit Increase for Restricted A/P Any amt Any amount >10%
or Instructional Fac (when employee raise (<10% signed by
was not included in Nov. merit process) Assoc Provost)
Administrative Supplements (i.e. for dept Any amt Any amt >10%
heads)
Change from non-tenure track to tenure- All All

track appointment w/ or w/out salary
increase WITHOUT search

Notes: (1) The amounts are specified by university policy or by Dept of Labor regulations for prevailing
wages. (2) Conversion to A/P faculty must be approved by Personnel Services, to Research Faculty by
Office of the VP for Research, or to T&R by Assoc Provost.




Faculty Actions/Forms Needed

Faculty Action

Form(s) to Complete

New Hire

Terms of Faculty Offer

Demographic Page

If Tenured, approval from Provost & President

Vita

Copy of PeopleAdmin Posting or Search Exemption

Promotion (Internal) - Applies primarily to A/P and Special Research Faculty

Terms of Faculty Offer

Copy of PeopleAdmin Posting or Search Exemption

P3A

Change to New Position

Terms of Faculty Offer

Copy of PeopleAdmin Posting or Search Exemption

P3A

Separation Notice (from Dept Emp is Leaving)

Classified to Faculty Conversion

Terms of Faculty Offer

Demographic Page

Vita

Copy of PeopleAdmin Posting or Search Exemption

P3A

Separation Notice (from Dept Emp is Leaving)

Letter from HR detailing changes to Leave & Benefits

Continuation of Appointment

Terms of Reappointment

P3A (if changes are being made)

Change % of Time Worked
(must remain at least 50%)

P3A

Terms of Faculty Offer -
(Needed only if PT to FT (80%) or FT to PT (<80%)

AY/CY & CY/AY Conversions

P3A

Letter from HR detailing changes to Leave & Benefits

AY/CY Research Conversion

Research Conversion Form

P3A

Letter from HR detailing changes to Leave & Benefits

Regular to Restricted or Restricted to Regular

Terms of Faculty Offer

P3A

Letter from HR detailing changes to Leave & Benefits

Administrative Supplement

P3A

Eminent Scholar P3A
Retention P3A
Unit Coordinator Supplement P3A
Rank Change / Functional Title Change P3A
Other Salary Adjustments P3A

Funding Change - Current/Future Pay Period

Banner Personnel Action Form (PAF)

P10 (if crosses orgs)

Funding Change - Retroactive

P10

Justification Document for change over 90 days

Organizational Transfer

P10 or P3A (if other actions being done)

Research Assignment Leave w/Full Pay

Memorandum of Agreement

Promissory Note

P3A

Study Research Leave w/Partial Pay

Memorandum of Agreement

Promissory Note

P3A
Return from Leave P3A
Separation from University P4A

Documentation (i.e. letter of separation/resignation)

Leave without Pay

Memo to the Provost

P4B

* Search Exemption - Should included: Approved Search Exemption Request Form, Position Description

with detailed Qualifications, and Org Chart

* Make sure that all P3A's have detailed explanation for action(s) being taken




** |f you have any questions about what is needed please feel free to call Sarah Castle at 231-7180 or secastle@vt.edu

Terms of Faculty Offer

This is the official offer letter for a new appointment of a Faculty Member. It should be

used for an original appointment or an appointment to a new position.

roin
Vv rgimaTech

VIRGIMIA POLYTECHNIC INSTITUTE
AND STATE UNIVERSITY

TERMS OF FACULTY OFFER

Information to be
entered- Lines
from Date of Offer
through Funding
information should
be entered
completely. If
there is a line that
is not applicable
please put N/A.

Date of Offer: Enter Date of Offer
Response Due Date: Enter Responss Dus Date

Name: Enter Mame of Candidate

Social Security Number: Enter Candidate’s 55N
Department: Enter Dept Mame & & Digt Number
Annual Salary: Enter Annual Salary

Effective Date:

Paosition Number:

Rank:

Tenure Status:

Year of Mandatory Tenure Review:
Appaointment Type:

Agency 229 Assignment, if relevant:

Enter Effzctive Date of Appointment
Enter & Digit Position Mumber

Enter Rank

Tenure Track

Enter Academic Yeaar of Tenure Review
Regular

Enter % Extension

N

Enter % Ag Experiment Station

Academic Year

Enter Location of Work - e.g. Blacksburg, VA
Enter Yes or Mog

Pericd of Appointment:
Location of Work:

Social Security
Number — If the
person has an
university
assigned number
it can be used
here.

Current/Past University Employee:
kFunding Information:

INITIAL APPOINTMENT PERIOD AND MANDATORY TENURE REVIEW DATE:

Enter & Digit Fund Numbsar and %

Your inifial appointment is for a pericd of Enter initial appointment {e.g. 2 or 3) years. The maximum
total pericd for probationary appointments is six years. A decision about tenure, if not made earlier, must
e made by the mandatory tenure review date stated above. If the tenure decision made in this sixth year
s negative, 3 one-year terminal appointment will be offered. Please ss=e seclion 2.8 of the Faculty
Handbook for additional information about the probstionary peried and the tenure review process.
Faculty members hired on or after June 1 would be eligible for a mert adjustment fo be effective
Movember 28 of the subsequent yaar.

Academic year facully are expected to be available up o two wesks before the start of classes thraugh
two weeks following commencement. The depariment head will notify you of specific obligations during
the pre and post-class period.

ANMUAL AND SICK LEAVE:

Mo annual lzave is awarded within the academic year, but the discretion of the depariment head is
recagnized in assigning duties during pericds when the University is not in session.  Full-iime faculty
members on regular salaried appointments receive immediate protection of 28 weeks of sick leave.
Faculty members who also elect the state retirement program (VRES) may select a state-defined program
for sick leave and shor-term disability instead. This option will be describad to eligible faculty members
during benafits enrollment. Unused sick l=ave is not compensated at termination of appointment.

T&R Tenurs Track — Full-Time - Academlc Year - Regular Appointment

Current/Past
University Employee
— Choose Yes if the
person has worked
for the university in
any capacity, Wage,
GRA, etc.

Information contained in Terms — The paragraphs Initial Appointment Period and
Mandatory Tenure Review Date through Final Appointment Approval and Faculty
Handbook contain information that is general for all Faculty and MUST be contained in
this offer letter. These paragraphs should NOT be altered in anyway. If you feel like the
information contained does not apply to your situation you are probably using the wrong
Terms. Please confirm that the footnote description applies to your situation. Under the
heading Other Terms of this Appointment is where additional information specific to this




This form can be thought of as the catch-all.
change.

Funding
Information —
Enter new if it
needs to change.
If a change does

not need to be Name  Lent Firs: Widia sl | Department Name Dept. # Mail Code

made, enter

current or leave Emp\nQID Number Place of Work (if off campus) Effective Date

blank. Any new T "

. . Funding Information | Type of Apf it

information ) Dept. Number | Fund Activity Code % [ Classifi OAaPFac [OJTRFac I:I‘Research Fac

entered here will P L =
egular ull-Time AY

he undated. [ Restricted [ Part-Time Hsowk O CY

4
> GrigmalFresent Roquested

P3A

Report of Appointment or Change of Status

It can change most anything that you want to
It can also change things when you do not intend to change them, which is why

accuracy is very important.

Name, Dept Name, Dept #, Mail Code, Emp ID #, Place of Work —
Should all be current information. The ID# can be the SS# or the
University ID#. If the person is changing departments it is especially
important that the new information is filled in here.

VIRGINIA POLYTECHNIC INSTITUTE & STATE UNIVERSITY
REPORT OF APPOINTMENT OR CHANGE OF STATUS

PS Form P3A (Rev, 8/02)

Type of Appointment —
It is important to use
the new or current
information. If this
information is changed
from Banner it will be
assumed the
information should

Original/Present — This
should be identical to
the information in
Banner for the current
position. Only A/P
faculty should have a
working title. Other
salary includes AS,
ES.&CL

Signatures —
Remember there
are not always
enough lines for
everyone who
needs to sign an
action, please feel
free to add
necessary lines.

Position Number

Role Title/Rank

Woaorking Title

of Layoff
[0 Demotion Performance

CY to AY Appointment
Faculty Salary Adjustment

[0 Other (Explain Below)

Annual State Salary $
Other Salary (Specify) s
Total Annual Salary s
Current/Most Recent Salary | §
Reason For Request
[0 Original Appointment [0 Demotion - Disciplinary Education Leave with Partial Pay*
[0 Re-Employment [ Temporary Pay [ stody Leave with
[J Promotion [0 Competitive Offer Partial Pay*
[ Transfer - Competitive {must attach offer letter) [J Research Assignment Leave with
[ Transfer - Non Competitive [0 Change % of Time Full Pay*
[ Transfer from other Agency from %ilo _ % [ Retumn from Leave
[ Transfer in Lieu of Layoff [ Classified to Faculty [0 Organizational Transfer
[0 Demeotion - Voluntary [ Faculty to Classified from o
[0 Demotion - Voluntary in Lieu [0 AY to CY Appointment Dopt. # Dopt. #
a
O

*Memorandum of Agreement Must Be Attached

For Classified Appointments Only - Salary offers above the entrance to the pay band or above the advertised minimum
must be approved by Personnel Services prior to rnaking an offer. Provide pay justification in Department Note. Factors that must be
addressed are salaries of other v in 's mxpariance, of qualified c:

salary of idate, and budget ava.lanle See back for assistance wm‘rjushfkanun

Department Note: <

Requested — Any
line that is changing
should be filled out.
It is not necessary
for every line to have
information.

Reason for Request —
Please see below for a
description of each
request.

Extension Pers. Serv,
~ Print Name Signature i Dale Use
Research
Print Name Signature ) Dale HRRep Dale
Dept. Head
or Director Print Name Signature Date Banner Date
Dean/VP
Print Name Signature Date PMIS Date

Departmental Note —
This is not used
enough. Itis better to
over explain these
actions than to under
explain them. Think in
the following terms —
‘This piece of
paperwork is going to
be here longer than my
memory of it.’




10.

11.

12.

13.

14.

15.

Reason for Request

Original Appointment — This is only used for Classified Employees, all Original
Appointments for Faculty require a Terms of Faculty Offer Letter.

Re-Employment — This is only used for Classified Employees, all Faculty re-hired after a
break in service (of even 1 day) require a Terms of Faculty Offer Letter.

Promotion — Can be used for faculty who are being promoted within their existing
organization. This should not be used for Teaching and Research faculty as their
promotion process is handled differently. It is also not necessary to fill out a P3A
following a promotion approval approved by the Board in their spring meeting, there is a
notification from the Provost’s Office to Human Resources for all such promotions. A
Terms of Faculty Offer letter should also be completed if the Type of Appointment is
changing, i.e. Regular to Restricted or T&R to A/P.

Transfer Competitive — This is used when a Faculty member is hired to a new position
following a competitive search. This change reason does not always imply an increase in
salary nor an increase in rank. A Terms of Faculty Offer Letter and a Separation Notice
(if changing departments, the department that is being left should complete this) should
accompany the P3A if this is the reason used.

Transfer Non Competitive — This is used when a Faculty member is hired to a new
position following a search exemption. Again this change reason does not always imply
an increase in salary nor an increase in rank. A Terms of Faculty Offer Letter and a
Separation Notice (if changing departments, the department that is being left should
complete this) should accompany the P3A if this is the reason used.

Transfer from other Agency — This is only used for Classified Employees, all Original
Appointments to Virginia Tech for Faculty require a Terms of Faculty Offer Letter.
Transfer in Lieu of Layoff — Under most circumstances this is only used for Classified
Employees, can be used for Faculty if the reason applies. If used for Faculty then a
Terms of Faculty Offer letter will also be required.

Demotion — Voluntary — Under most circumstances this is only used for Classified
Employees, can be used for Faculty if the reason applies. If used for Faculty then a
Terms of Faculty Offer letter will also be required.

Demotion — Voluntary in Lieu of Layoff - Under most circumstances this is only used
for Classified Employees, can be used for Faculty if the reason applies. If used for
Faculty then a Terms of Faculty Offer letter will also be required.

Demotion Performance - Under most circumstances this is only used for Classified
Employees, can be used for Faculty if the reason applies. If used for Faculty then a
Terms of Faculty Offer letter will also be required.

Demotion Disciplinary - Under most circumstances this is only used for Classified
Employees, can be used for Faculty if the reason applies. If used for Faculty then a
Terms of Faculty Offer letter will also be required.

Temporary Pay - Under most circumstances this is only used for Classified Employees,
can be used for Faculty if the reason applies. If used for Faculty then a Terms of Faculty
Offer letter will also be required.

Faculty Salary Adjustment — The catch- all for all salary increases. If the P3A is for a
salary increase that is not highlighted in any of the other available categories then this
should be the reason. However, this should not be selected without details given in the
Department Notes. These notes should be clear and detailed.

Competitive Offer — This is used when a pay increase is given in hopes of retaining a
Faculty member that has received an offer from another university/ organization. The
offer letter from the other organization should accompany this P3A, however if that is not
possible the name of the other organization and as many details of the offer should be
documented in the Department Notes.

Change % of Time from % to % - This reason is used when going from one
percent time to another. This can increase percent time or decrease time. The salary
should be proportional to the time change. If the time is below 50% then the Faculty can
no longer be paid on a salaried appointment. If the time is between 50% and 79% the
Faculty is eligible for retirement benefits. If the time is above 80% the Faculty is also
eligible for Health benefits. If going from 100% to part time or from part time to 100% a
new Terms of Faculty Offer letter must be completed, as their Terms have changed




16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

Classified to Faculty — This is used when a Classified Employee is being moved into a
Faculty position. The P3A should be accompanied by a Terms of Faculty Offer, Vita, a
Separation Notice (if changing departments, the department that is being left should
complete this), and the search or search exemption.

Faculty to Classified — This is used when a Faculty employee is being moved into a
Classified Position. The P3A should be accompanied by a Separation Notice (if changing
departments, the department that is being left should complete this) and both should be
sent to your Human Resources’ Consultant.

AY to CY Appointment — This is used when a Faculty Member is moving into a
Calendar Year Appointment. The conversion rate must be documented on the P3A in the
Department Notes. If this is a mid-year conversion then the Faculty member will receive
a lump sum payment of their deferred balance. If this is a Calendar Year Research
Conversion then the Request for Calendar-Year Research Conversion form must also be
completed. This is found at

http://www.provost.vt.edu/web pages/form cy conversion.pdf

CY to AY Appointment — This is used when a Faculty Member is moving into an
Academic Year Appointment. The conversion rate must be documented on the P3A in
the Department Notes. It is the recommendation that these changes be made on 08/10
and 12/25 only. This is due to the complexity of calculating the correct deferred
payments. Earned Annual Leave will be paid out to the Faculty providing they were in a
position that provides for this.

Faculty Salary Adjustment — The catch- all for all salary increases. If the P3A is for a
salary increase that is not highlighted in any of the other available categories then this
should be the reason. However, this should not be selected without details given in the
Department Notes. These notes should be clear and detailed. This can be used as an
option for adding Unit Coordinator Supplements, Administrative Supplements, Eminent
Scholar Appointments, etc.

Education Leave with Partial Pay — Educational leave is approved by the Board before
a Faculty member takes leave. The P3A should be accompanied by a copy of the
Board'’s approval letter and the Memorandum of Agreement for Leave with Pay.

Study Research Leave with Partial Pay — Study Research leave is approved by the
Board before a Faculty member takes leave. The P3A should be accompanied by a copy
of the Board'’s approval letter and the Memorandum of Agreement for Leave with Pay.
Research Assignment Leave with Full Pay — Research leave is approved by the Board
before a Faculty member takes leave. The P3A should be accompanied by a copy of the
Board's approval letter and the Memorandum of Agreement for Leave with Pay.

Return from Leave — Regardless of the fact that leave is approved for a specific time
frame, a P3A is still required to bring the person back from leave. It can be completed at
the same time that the P3A to put them on leave is sent.

Organizational Transfer — A P3A for this should only be completed if there are other
changes as well. If it is only an Organizational Transfer then a P10 should be used.
Other — This is used when the change requested does not fit into any other category. If
this option is checked then the Department Notes need to be clear and detailed.



http://www.provost.vt.edu/web_pages/forms.html

@VirginiaTech
Request for Research-Extended Appointment

This form should be used to request conversion of an Academic Year (AY) faculty appointment
toa 10-, 11-, or 12-month contract. The faculty member must provide assurance of funding
to cover the full cost of salary plus full fringe benefits for the one, two, or three additional
months of the proposed appointment. The source of such funds must be sponsored grants
and contracts (excluding indirect or overhead).

This signed request should be accompanied by a P3A and a letter of support and justification
from the Department Head and should be submitted by December 15 to be effective for the
following summer, if there is only one summer of funding available. If funding for multiple
summers is available, you may submit this request anytime up to April 25.

I hereby request that my Academic Year (AY) faculty position be converted to a research-
extended appointment under the conditions described below. This conversion is requested
pursuant to the stipulations in Policy No. 6200, Rev. 3, Policy on Research Extended
Appointments (mark one):

[] 10-month appointment (August 10-June 9) (Base AY salary x 1.11111)

[] 11-month appointment (August 10-July 9) (Base AY salary x 1.22222)

[] 12-month appointment (August 10-August 9) (Base AY salary x 1.33333)
Name of Faculty: VT ID #:
Department Name and #:

Current AY salary: Converted salary: Effective Date:
Source of Funding (Name of project and fund #):

I certify that sponsored funding is available for []1 year, or [] 2 years.
(Research extended appointments may be renewed with documentation of funding.)

Faculty Signature Date
Approvals:

Department Head Date
College Dean Date

Provost Date



P5A
Position Change Request for Salaried Administrative
and Professional Faculty

The purpose of this form is to change the duties and/or rank of an A/P faculty.

Change of
Title —
Please
select this
option and
list the
request
below.

PS5 Form P-54 [Rey. £-00)
WIRGIMIA POLYTECHMIZ INSTITUTE AMD STATE UNIVERSITY

POSITION CHANGE REQUEST FOR
SALARIED ADMINISTRATIVE AND PROFESSIONAL FACULTY

Crate Submitted Cepartment Kame Cepariment Number

College or Civision Flace of Wark (For off campus only]

PARTI|. PLEASE CHECK APPLICABLE REQUEST(S):

>
"0 CHANGE OF TITLE  {List current and requesied class litle below) 20 NOT TWFE IN BLOCKED OFF AREA BELOW

[0 REDEFIMITION OF DUTIES  (List current and requested class title below)
PERSONMEL OFFICE USE ONLY
[0 OTHER: |additional space on revarse slda)

Explain:

Approval of request will automatically changs incumbent's record.

=osltion Mumb=r.

Fositan mCumiben
Rich Tem

Sument Tile:

Tech Term

Requasted Title

Previous Poshicn Clazs Code

Effecilve Date o Requssted Poskon Class Code
SETATUS (MARK X IN OME S0X ONLY) Location Coda

HMon

REsi. FResdr.
Ful -Tim=

For Fart-Time Indicals Hurman Rescurces Corsulant Crafe

Fark -Time |:| :l Ho. Of Hrs.\Wk
PART Il
NAME OF INCUMBENT EMPLCYEE D2

PART NI SUPFLY THIS INFORMATION FOR ALL REGUESTS.

Expiaim fre reazoniz) for the changes In the cufles of the poslicn, or need 1o chanpe 18e.

4 A

E F Crabe
a Dot P Extersion Chizlon [As Required,

U FrAndpalireesdosor "

E 2] Crabe
= W TSR UGG (e ey

E Dot ] Crabe
o CEparment REadiorechon VIEE PresgenhFrovest

B b Crabe
i Ce=an

SUFFLY INFOCRMATICN ON REVERSE SIDE
PARTS IV and V are 10 be compianad ror ACMINISITaNVe and Professional FAciTy DOSIoN requasts only.

Attachments — Please attach description of new duties and an organizational chart. These can be a
separate attachment or on page two there is space provided for this information.




This form can be used to change funding retro-actively, change funding that crosses
organizations, or to change organizations when that is the only change to be made.

P10
Change and/or Extend Funding

Position/Employee

Type — Please select

the type of
employment.
Graduate Assistant
is also sent to
Human Resources
for processing.

»
»

Action is intended
for - Please select
who/what the action
is intended for.
However, if the
funding is changing
toa3, 4, or 5 fund
number the position
will remain as being
charged to an
overhead account.

Organizational

Transfer — If the only

action to be done is
an Org transfer/
Funding Change
then the P10 can be
used. Putthe
effective date of the
org transfer in the
effective date found
by Action 1.

Signatures — All
forms must be
signed by the
appropriate people.
Remember that if
the funding crosses
orgs then it needs to
be signed by both
departments, not
just the home
department.

Position/Employee Type:
Action I3 Intended For:

‘Orzanizational Transfer:

Date Current Funding Entered By Depariment (if applicable):

P& Farm P10 (Ran. £-03)

Virginia Polyrechnic Instmute and State Universiny

CHANGE AND/OR EXTEND FUNDING

Faculty [
Posiion  []
From

Classified [ Graduate Assisams [
Employes [ Both [
To (indicate fapding source and percentaze balow)

For Pay Period Number:

/

Erployes ID Number Employee MNams Last T [
Doziden Number Role Tite
Cuarrent OrenDeparmment Number Department Nams
Action 1 Action 1
Effective Date: Expiration Diate: Effective Diate: Expiration Diate:
Orgn. Mo | Fund Moo | Acte. Code Ampunt ¥ % Orzn Mo, | Fund Moo | Acoe. Code Amaunt * T
3 100 3
3 3
3 3
3 3
3 3
Action 3 Action 4
Zect Expiration Dace: Expiration Dace:
Orgn. Moo | Fmd WMo, [ Actv. Code Amoun * % Acrv. Tode | Amount* )
3 3
3 3
3 3
3 3
3 3

*For Graduate Acdons Only

For Retroactive Funding Change: Over 90 Days, Pleaze Note Reason:
Lare Feceipt of Sponsored Funding

(pew and renewal)

[0 melared Researck Was Involved

(Orher (Explain - Fequires Fesearch Division Approval)

Principal Investigator

Date

Dean

Copariment Head Dirsctar

Caiw

Passezch Dovisicn (As Bequired)

Instructions:

Fewoactive Funding Actons: Forward complered fora to Payroll Deparnuens, (03
CurrenyFunre Actions: Ewtar directly fute HRIS using Personnel Ac
Orgzanizattional Transfers (ransfer of amployee posidon berween deparn
File for andit purposes. If unable to enter directly into svstem, send complered form o Personnel Sarvices, (0

Form (FAF) and remin form in deparmmenr.
nis). Send to Personnel Services

For Personnel Paytoll Use Only

Payroll:
Parsonnel:

Date Current
Funding Entered
by Department —
Please note that
current funding
should be entered
by the
department,
unless funding
crosses
organizations.

Employee ID #,
Etc — These boxes
should be filled
out completely. It
is especially
important in the
Position Number
box to indicate the
suffix of the
position that
needs to be
changed, e.g. ES,
AS, 00, etc.

Additional Information - If funding is changing only retro-actively the P10 should be
sent to Payroll. If a funding change is both current and retro-active then it can be

sent to Payroll or Human Resources and they will communicate with each other to
ensure all changes are made.

Actions 1-4 — All
four actions can
be used if future
funding is known.
Future funding is
entered in the Pay
Period in which it
occurs. ltis
Human Resources
responsibility to
maintain records
so that the funding
changes occur.




P88
Memorandum of Agreement for Leave with Pay

This must be completed when Leave with Pay is requested. A P3A and the letter of Board
Approval must also accompany this letter.

TVirginia Tech P5 Form P25

Memorandum of Agreement for Leave with Pay
revised by the Provest’s Office, §/30,/04

Hams of employes

Title:

Feriod of laaws

begin dat= =nd dazs

Location of leaye or institution to be amended:

Diate of approval of leays by Scard of Visitors:

Type of leave and calary cupport (check the approved leass oype|

Research Assignment
Smady-Fezearch Leavs
Educational Leave

Full pay, half year
Half pay, full year
Partial pay

Agreement

In consideration for thizs leave of absence with pay, I will execute the attached promissory note

Research
/Study Leave —
They must be in
full-time service
for one
academic year
following their
return from
leave in order to
not owe the
University
money.

agreeing to return to full-dme service with Virginia Tach for the specified period of time, or I will
rapay the pro rata porton of the compeansation provided by Virginia Tach during ths laave period.

[¥]

For faculty ocn ressarch assignment or study-research leawe: I agree to return to full-time service

rzity for & minimum of at l=ast one academic year at the =nd of the approved leave
the university the salary received plus interest. If 1 thiz reguired period of
t, tion providad by the
university durning the leave period. I agree to furnish an appropriate description of the work and a
report of accomplishments to the provest and my department head within sixty (60 days of return
to full-dme stams.

3 Faor amployess on sducational leavs: I agres to return to full smployment in the university for a

period twice the time of the approved l=ave or to repay the university the zalary received plus
interest. If less than this required period of service is met, repayment iz required of the pro rama
portion of the compensaton provided by the university during the leave period. I agree to furnich
Perconnel Sarvices & copy of the university tramccript or othear accaptable record, which will show
the titdes of the coursas taleen the number of credit hours and the grades received or annotation of
progress achieved in the course. f [ withdraw from my program of study at a date in advance of
the termination of the leave, [ will immediately return to full-time employment at Virginia Tech

Signature of Employes Date

Approval for Facalty: Approval for Classified Staff:

D=partment Head Date Department Head Daze
Dzan Date Dean or Vice President Dage
University Provest Ciate Azct Vice President, Personnel Services Dage

Education
Leave — They
must be in full-
time service for
twice the
amount of time
on leave in
order to not owe
the University
money.
Example: On
leave for 1
semester, must
return to work
for 2 semesters.

Amount to be re-paid to University — Calculate this based upon the Board approved amount of
time to be away from the university. If they are to be gone for 2 semesters or a full year it
should be their annual salary. If they are going to be gone for 1 semester or six months then it
would be half their annual salary.




P4B

Notice of Employee Leave of Absence without Pay
Use this form when a Leave without Pay has been approved. This
form should be sent to Laura French in Human Resources.

Personal

Infqrmatlon - Virginia Polytachnic Instinie and State University 75 Form P B 11003

This must be NOTICE OF EMPLOYEE LEAVE OF ABSENCE WITHOUT PAY

entered To prevent overpavioent, the Nonce gf Emploves Lamve af Absence Withour Pay, (Form P4B), should be sabauted fo Personnel

completely Services as soon as leave decisions are made. Flease review information on pages 2 and 3.

and Employee ID Mumber Enployes Mame i T ke Iniial

accurately to

ensure timely Tosinion Number Title or Rk —

processing. Mailing Address

Department Munbar Diepartuent Name — Please enter if
the mailing
—— ——————— -

Elates — Mailing Address (for rax withholding statements) < address is

rlease different from

include the the current in

datbe LWOP is . | Date LWOF to Begin AM P | Type of Appoinmnen: Banner, even if

itrc:cluecgi]ilrrl]g the " | Anncipard Date of Retumn AM PM O ay [0 Reguar it is only

time. An Wark Scheduls if Other Than M-F, §-3 O oy [0 Resmicied temporary.

anticipated

date of return [0 Education™= Conditional Leave .

* Personzl Reasoms** Conditional
must be Il Health L] Fersousl Reasous Leave — If these
entered even (Medical cerdfication requirad) [ »fedical Reasons®
if it is jUSt an Family and Medical Leave Act® (Medical :adﬁ:aﬁunr&qﬂ rehascl)(nz a;:'e
estimate (Medical certification requirad) Lavoff fh ecked ti en-"

i O sef [ Fanuly Member o € person wi
Personal Reasons®* ) O Lesve-Without-Pay/Layoff (12 Months)* 0n|y re_gain
Education / O] Workers' Compensation® O ]:‘.aaf'&'f.‘fi'.h.nu:-?‘a:.- Tempc-l.'a_rf.:'u!.'ark Force Fheir position if it
Personal O Military== Reduction (jess than 4 months) is available
Reasons — (Forward official militsry orders and military Comments \ when they are
These two leave worksheer to Personnal Services) set to return.
reasons must *Medical Bepsfits are continued with smiploves paying their portica of premiom
be pre- **Employes pays Sl premivm to continue medical benefits,
approved =tk fedical benefits may be continned under extended coverage with employes paymg their portton of premivm. See page 3 for mors
pp ) information concemning limiations of continnad benafits Lavoff — If the
Employee wishes to continue the following benefits Personnel Services Use Ouly Y . .
Il Health / hile on LYWOF sa1s Office will bill monthly person is being
EMLA rhile ou (Bursar’s Office will bill monthly.) [0 Official Military Orders Received laid off for the
- [0 Military Leave Worksheet
- summer months
These two [0 Health Insurance [ Phywsician Letter Received if th ;
reasF’nS [0 Accidenral Deatk snd Dismemberment g'l:] IAYe{Jzirtieolr?
require a [0 Long-Term Disshility {Classified Ouly) Leave Balances and hase
medical [0 Optional Life Insurance Ammnzl Tech System h t
certificate to Sick State System chosen not (o
be completed. Retain Leave Balances Whils Out [ ¥es [ Ne Compansatory defer, the'nh
[0 Leave Report Submittad IF‘)ea\//?_'Wlt out-
Benefits Leave Sharing Wag:’k 'font:](?grary
Selections — If [0 Employee is on LWOP for medical raasons (non-work relstad) and wishes to zpply for Leave Sharing. Reduction
the employee Plaase forward te Personnel Services (0315) with departmant head for desicnee) signanre, and pravide a cagy o the employes. [fother ndividuals
wants to ar deparmments need this dpfbrmarion for their recards, please provide them with o copy of thiz form should be
selected.

continue their
benefits this
box must be
completed.
They will be
billed the
amounts as
stated above
by the
asterisk (*).

Authortzed Deparmmental Signanme Diare

# Managers should consider the impact of possible leave pavments on the departmental budzet

Additional Key Information — Even if an anticipated date of return is entered a P3A must be
completed to return the person from leave.




P4A
Separation Notice

This form should be used when a current employee separates from their current position.
The use of this form does not always indicate that the person is leaving Virginia Tech.

Demographic
Information —
Please fill this
out completely.

Wirginia Paolytechnic Institute and State University

SEPARATION NOTICE

To revent ceepapment and fo fack¥ate imay (save payments, The Secaradion Notics (P#4), mstbe complefad and sent 1o Persanns! Sendces by i fost day of work.

P Fasn PR [Ray. 0108)

SENEmMployee ID
y

Employee Nams Lait

Fust

Mizdha nlal

Pasition Mumber Tite

Effective Date —
This is the last
day that the
employee
worked in their
current position.
Human
Resources
should get this
notice as soon
as possible to
avoid delays in
separating the
employee.
Please include

Department Mame™Mumber

:Iepart'nentﬂy(

P Effzctve Date

AM PM

Wark Schedule (If other than M-F - 8-8):

r'd

Mailing Address (for tax withholding statements)

Work Schedule
— If the
employee’s
work schedule
is other than M-
F 8-5, not
indicating it here
will effect their
pay.

Reasons for
Separation —
Please see
below for
detailed
information
concerning

AY Separations
—Ifan AY
employee
separates at the
end of the
academic year
they have the
option of
keeping their
benefits through
the end of
August. If they
choose to keep
their benefits
through August
then the
separation date
should be
08/09. If they
choose not to
have benefits
continue
through August
then the
separation date
should be 05/09
and they will
receive a lump
sum payment
for their
deferred pay.

this form.

Resignation

“ [0 Better Job — Leaving state employment
[0 Resigned During Procationary Periad
[0 Leaving Area
[0 Family Respensicities
[0 Education
[0 FPersonal Reasens
O ' =eafth
[0 Death
[0 CDissatisfied {Explain in Comments Section)
[0 Military (Requires copy of official mary orders)
[0 Other (Explain in Comments Section)
Transfer
O Classified to Faculty
[0 Faculty to Classified
O Transfer to Other VT Depariment

Dept

[0 Transferio Jther Virgnia State Agency

Attach letter of resignation or termination o the original Separation Notice with the depariment f
forward to Personnel Services. If other individuals/depariments need this information for their records, please prowi

[0 Final Leave Report Submitted*

Classified Terminations

Separation/Layoff

Disciplinary Action

OoOooooag

-

aculty Terminations

MWon-Reappoiniment

Oooooog

O Servics Retirement
[0 Disabsty Retirement

Comments

nee) signature and
= c

Comgletion of Restricied Appointment
Unsatisfactory Performance During Probationary Period

Expiration of Conditional Leave
Performance Evaluation Process

Comgpletion of Restricted Appointment
Did Not Receive Tenure

Termmnation for Cause (Explan in Comments Section)

Positon Abolish of AP Faculty

. /
Retiremen

Personnel Services Use Only

Mailing Address
— Indicating a
new address
here ensures
that future
mailings (e.g.
W-2s, Cobra
Info) make it to
the employee.

Retirement — All
separation
notices
indicating
Retirement
should be sent
to Carolyn Pratt

|y | NOTE: If AY appointment please select one option below:
[ Receive lumg sum payment and health insurance w

end May 31™.

O Continue 1o receive summer eamings through August
9" and continue hea'th insurance trough August 31%,

Leave Balances
Annual
Sick
Compensatony

sanner Cuale

“EEETEEm ome

Authorized Departmental Signaturs

[0 Depariment Head recommends this employee be considered for re-employment in this department. <«
[0 Depariment Head does not recommend this employee for re-employment in this department.

Persennel Services will make the final determination on rehire eligibility of this employee at Virginia Tech.

Authorized Departmental Signature [Please Print)

Date

MOTE: PLEASE REVIEW INFORMATION OM PAGE 2 OF FORM

*Managers should consider the impact of possible leave payments on the departmental budget.

Department Head
Recommendation
for re-employment
— Human
Resources does
maintain a list of
all employees who
are not
recommended for
re-employment.




Reasons for Separation

A. Resignation — Everything in this category indicates that it is the
employee’s choice for leaving employment, and the P4A should
always be accompanied by the resignation letter.

10.

11.

Better Job — Leaving State Employment - This should be used if the employee
indicates this as the reason on their resignation letter, even if they are also
leaving the area.

Resigned During Probationary Period — This reason for separation exists
mainly for Classified employees who resign during their probationary period and
indicate no other reason for separation as is their right to do so.

Leaving Area — This should be used if the employee indicates this as the reason
on their resignation letter. This is used very interchangeably with Better Job due
to the fact that many people leave the area when a better job is found. Please
use your best judgment when using these two options as we want to have exit
data that is as accurate as possible.

Family Responsibilities — This is option is used when someone separates to
take care of family due to birth, illness, or personal preferences.

Education — Use this option for an employee who separates to return to school
to continue their formal education.

Personal Reasons — This is a catch-all category for an employee who does not
wish to state their exact reason for separation.

lll Health — This option should only be used in a situation where the employee
resigns because their health does not allow them to maintain their current
position.

Death

Dissatisfied — This option should be used when an employee resigns and
indicates specific reasons why they found their job un-satisfactory. As it
indicates an explanation must accompany the P4B.

Military — This option is used when an employee has received military orders to
report to full-time duty, and as such will not be able to maintain their current
position with Virginia Tech. As it indicates copies of the official military orders
must accompany the P4B.

Other — This option should only be used when none of the other options explain
the situation. There should be a detailed explanation accompanying the P4B.

B. Transfer — These are options that pertain to someone that is
transferring to another position within the state or within the
university.

Classified to Faculty — This should be used if an employee is transferring from
a classified position to a faculty position in another organization It is the
responsibility of the organization that the employee is leaving to complete the
P4B. The new organization should complete the P3A and Terms of Faculty Offer
letter that need to accompany the P4B.

Faculty to Classified — This should be used if an employee is transferring from
a faculty position to a classified position in another organization. It is
responsibility of the organization that the employee is leaving to complete the
P4B. The new organization should complete the P3A that needs to accompany
the P4B.

Transfer to Other VT Department — Use this option to show that the employee
is leaving your organization to go to another organization. It is responsibility of
the organization that the employee is leaving to complete the P4B. It is beneficial
to the organization that is being left to fill this out as it can prompt Human
Resources to follow-up and ensure that the transfer happens when planned.
Transfer to Other Virginia State Agency — Use this option to show that the
employee is moving to another Virginia State Agency. If known please indicate



which agency. It is important to use this option if known to ensure that the
employee’s benefits and leave are handled correctly.

C. Classified Terminations — These are separation reasons that
apply to classified employees only. A description of each is
included, but should not be used for faculty.

1.

2.

3.

4,

5.
6.

Completion of Restricted Appointment — Use this option when the Classified
Employee has reached the end of their restricted appointment.
Separation/Layoff — This option is used if the separation is due to an employer
instigated separation.

Unsatisfactory Performance During Probationary Period — It is the discretion
of Virginia Tech to separate someone during this probationary time period, and if
this occurs this is the option to use.

Disciplinary Action — Use this option if the separation is due to a documented
disciplinary action

Expiration of Conditional Leave —

Performance Evaluation Process —

D. Faculty Terminations — These are separation reasons that
apply to faculty employees only.

1.

Completion of Restricted Appointment — Use this option when the faculty
employee has reached the end of their restricted appointment. This can be used
at the end date on the Terms of Faculty Offer or when funding is no longer
available.

Did Not Receive Tenure — Use this in the final year of employment following the
faculty’s tenure review year. It is indicated on all Tenure-Track Terms of Faculty
Offers that a faculty must receive tenure by a specific date, or they will be
separated the following academic year.

Non-Reappointment — This option is used primarily for A/P employees whose
appointment calls for reappointment every duration of time, usually one year.
This option can be used when the university does not wish to continue the
appointment.

Termination for Cause — Use this option when the faculty is terminated for
cause, a description of which can be found in the Faculty Handbook. There is a
lengthy process involved for Terminating a Faculty for Cause, and there should
be comments entered that show the process was followed.

Position Abolish of A/P Faculty — This option should be used when the position
the faculty member is in is going to be abolished.

ASO - Special Retirement/ Severance pay option that must be approved by the
EVP and Provost. The P4A is generated by Human Resources once all
approvals have been obtained.

E. Retirement — This option can be used if the person has fulfilled
the time requirements that lead up to retirement. All questions
concerning retirement should be directed to Carolyn Pratt in
Human Resources. P3Bs indicating this option should be sent
to Carolyn’s attention so she can begin the retirement process.

1.

Service Retirement — This option is used for those people separating the
university due to reaching the time requirements necessary to retire from State
employment.

Disability Retirement — This option is used for people who have a disability that
prevents them from performing their job. This option is determined by an outside
company, and the P4A must be submitted by Human Resources Benefits Office.



P12B
Change of Name, Address or Social Security Number

73 Form P125 [Rev. 01/05)

Wirginia Polytechnic Insfitute and State University

CHANGE OF NAME, ADDRESS OR SOCIAL SECURITY NUMBER

Employee’s Type of Appointment: [ Salaried [ Wage [0 Graduate Assistant
Change the Following: O wame O Address [0 Employee ID Mumber

NOTE: This action will change enly Personnel and Payroll Records (including health insurance and

retirement records). Student records will NOT be changed.
Chanages — /_ MName: (curreniornew)  (mUstbe B3ME 38 0N S0CI3| SECUMRY Ca) Social Security Mumber:
Pl g | Last Firat Mikim Il e of pare o)
ease only
complete Pravious Mame: Mew Social Security Number:
th 'tems Las Firat Mkt Inial | jenls B chargrg)
ose |
that have W, Mailing Address: (compiete ony If 30dr2ss ks cnanging) {List phone numbers only if changing)
changed. It —<
will expedite Home (Permanent) Phone:
the process.
Work Phone:
DiFECtOI‘y | 'wiant my home address listed in the Virginia Tech Directory. ves [] Mo[]
Listings — If >
nothing is | 'wiant my home phone number listed in the Virginia Tech Directory Yes [ N[
selected here,
it will default 3
to what is Instructions:
currently in For Address Changes Entered by Department:
Banner. ¢ The above changes may be entered dirscily into the BANKNER systam by employee’s deparimental
representative (by accessing PWAEBID screen).
* A copy of the completed form must be maintained by department for audit purpases. - -
For Name Changes and Social Security Number Changes Entered by Department: Social SECUI’Ity
Card — Please
*  Social Security card must be provided to depariment representative before the change is made in note these
arder to enter the name and number as it appears on the Social Security Card. . X
A f the Social Securi d t b ided to P Servi I it f thi Instructions
» A copy of the Social Security card must be provi b Personnel Services along with a copy of this
form in order to revise personnel files to raflect the change. carefully. Any
change of name

or SS # must
[  1wish to use this form to change the address for my savings bonds. include a Social
(Send a copy of this form with original signature o Personnel Services.) Security Card
containing the
requested
information in
Signature of Employes Date order for the
request to be
processed.




P86
Request for Unpaid Faculty Affiliation with VT Academic

Department
The P85 serves the same purpose but should only be used for
research faculty.

P86 (Rav. 201)

Virginia Polytechnic Institute and State University

NON-STATE EMPLOYEE INFOEMATION SHEET

P-36
. Name
Information —
Please thoroughly Social Secunty Number
complete all
information
’ lovee ID Number
please do not Employee e
abbreviate the Effective Date of Hire Department Name
Department _—
Name. The home ) ok
address must be Department AddressMail Code
completed even if / i .
they do not wish | Department Number Office Phone
to have it entered \ N N
in the Campus Home Address [Ido []1donotwish to have my home address and phone
Directory number listed in the campns directory
(Strest)
(City) (State) (Zip Code)
\ Home Phone
Demographic " Birthdate Gender Ethmicity Citizen [ Yes [] Mo
Information — This )
needs to be _ A
entered, otherwise ) )
the record on Change (please check one)
Banner cannot be Dr
rop
completed.
Department Head Approval {Signamre) Date
Personnel Services Fepresentative Date

For LD. card, please contact Hokie Passport Office.
For parking anthorization, please contact Parking Services.




