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RESOLUTION TO RATIFY THE 2021 - 2022 FACULTY HANDBOOK

WHEREAS, the Faculty Handbook is the record for policies pertaining to all types of 
faculty employees; and

WHEREAS, the oversight of policies governing all types of faculty employees at the 
university is the responsibility of the Board of Visitors; and

WHEREAS, the Faculty Handbook is revised to incorporate editorial updates, new or 
amended policies; and

WHEREAS, to ensure that the Faculty Handbook reflects the policies passed by the 
board and that any changes to the handbook are appropriate and accurate, the board 
annually reviews and ratifies a revised edition of the Faculty Handbook;

NOW, THEREFORE, BE IT RESOLVED that the Virginia Tech Board of Visitors hereby 
ratifies the 2021- 2022 Faculty Handbook that incorporates the revisions summarized in 
the attached table.

RECOMMENDATION:

That the 2021-2022 Faculty Handbook be ratified. 

August 31, 2021
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COVER PAGE   

  Dates Updated 

  Added Office of the Vice 
President for Governance and 
Policy   

CHAPTER ONE  Edits 2021 - 2022 

1.0 Mission and Governance of the 
University 

  

1.1 Governance of the University   

1.1.1 Governance  Title changes to chart 

1.1.2 Board of Visitors   

1.1.3 Governance by Shared 
Responsibility 

 Added Senates per BOV 
resolutions 

1.1.4 University Advisory Council on 
Strategic Budgeting and Planning 

  

1.1.5 University Council   

1.1.6 University Commissions   

1.1.7 University Committees   

1.1.8 University Policies, Administrative 
Policies, and Presidential Policy 
Memoranda 

  

1.2 Additional Governance 
Organizations 

  

1.2.1 College Faculty Associations   

1.2.2 Staff Senate   

1.2.3 Student Government Association  Name change per BOV 
resolution  

1.2.4 Graduate Student Assembly  Name change and new 
language per BOV resolution 

1.2.5 Faculty Senate   

1.2.5.1 Committee on Reconciliation   

1.2.5.2 Faculty Review Committee  New language approved BOV 
March 2021 

1.2.5.3 Committee on Faculty Ethics   

1.2.6 Administrative and Professional 
Faculty Senate 

 New Section to reflect creation 
of A/P Senate per BOV 
resolution  

1.3 Central Administration   

1.3.1 President  Position titles updated, 
positions updated on 
president’s cabinet, council, 
and advisory group 

1.3.2 Executive Vice President and 
Provost 

 Position titles updated 

1.3.3 Senior Vice President and Chief 
Business Officer 

 Position titles updated 

1.4 University Academic Administration   
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1.4.1 College Deans   

1.4.2 Academic Department 
Administration 

  

1.4.3 Dean of University Libraries   

1.4.4 Dean of Honors College   

1.4.5 Director of Virginia Cooperative 
Extension 
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CHAPTER TWO    Edits 2021 - 2022 

2.0 Employment Policies and 
Resources for All Faculty  

    

2.1 General Faculty and Faculty 
Categories  

    

2.2 College Faculty (tenure track and 
non-tenure-track instructional)  

    

2.2.1 Tenure Track: (T&R) faculty, 
terminal degree usually required, 
regular appointment Ranks: Assistant, 
Associate, and Professor  

    

2.2.2 Non-Tenure Track Instructional 
Faculty tracks and ranks, regular or 
restricted appointment  

    

2.3 University Libraries Faculty 
including those on the  
Continued Appointment-Track Ranks: 
Assistant, Associate, and Professor  

   

2.4 Extension faculty including those 
on the Continued  
Appointment Track  

    

2.5 Administrative and Professional 
Faculty Rank:  
Lecturer, Instructor  

    

2.5.1 Administrative faculty      

2.5.2 Professional faculty     The university no longer 
hires research faculty on the 
project associate track. 

2.6 Research Faculty     

2.6.1 Affiliated Research Faculty      

2.7 The Faculty of Health Sciences     
 

2.7.1 Leadership of the Faculty of 

Health Sciences  

    

2.7.2 Types of Appointments to the 
Faculty of Health Sciences  

    

2.8 The Faculty of the Virginia Tech 
Carilion School of  
Medicine (VTCSOM)  

    

2.8.1 Faculty Buyout Agreements with 
Virginia Tech  
Carilion School of Medicine  
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2.8.2 Faculty Overload Payment 
Agreements with  
Virginia Tech Carilion School of 
Medicine  

   

2.9 Faculty Search Processes     

2.9.1 Equitable Searches      

2.9.2 Terms of Faculty Offer (TOFO) 
and Final  Approval  

  Clarify hires for research 
faculty and post docs are 
approved by OVPRI  

2.10 Search and Appointment of 
Academic Leaders  

   Per HB 2120 passed by 2021  
General Assembly and in 
effect July 1, 2021 

2.10.1 Search and Appointment of 
Department Heads or Chairs,  

   

2.10.2 Search and Appointment of 
Deans  

    

2.10.3 Search and Appointment of 
Associate and  
Assistant Deans  

    

2.10.4 Search and Appointment of 
Executive Vice  
President and Provost, Senior Vice 
President and Chief Business Officer, 
and Vice Presidents  

    

2.10.5 Search and Appointment of the 
President  

    

2.11 Appointment Types     

2.11.1 Academic Year      

2.11.1.1 Research Extended 
Appointments for Faculty on Academic 
Year Appointments  

    

2.11.2 Calendar Year Appointments      

2.11.3 Restricted Appointments     

 
2.11.4 Summer and Winter Session 
Appointments  

    

2.11.4.1 Summer Session 
Appointments  

    

2.11.4.2 Winter Session Appointments      
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2.12 Documentation of U.S. Citizenship 
or Lawful Authorization to Work in the 
United States 

 Removed sentence from 
“credentials” section 

2.13 Conviction and Driving Record 
Investigation for  
Employment  

   Renumbered 

2.14 University-Sponsored 
Applications for Permanent  
Residency  

   Renumbered 

2.15 Dual Career Program     Renumbered 
2.16 Faculty Credentialing Guidelines    Renumbered; 

clarified administrative 
processes per SACSCOC: all 
transcript cover sheets go to 
HR, official electronic 
transcripts accepted 

2.16 Advanced Study at Virginia Tech      

2.17 Types of Leave and Leave 
Reporting  

    

2.17.1 Leave Reporting      

2.17.2 Educational Leave      

2.17.3 Military Leave      

2.17.4 Administrative Leave      

2.17.5 Annual Leave and Holidays     Added Juneteenth – state 
law 

2.17.6 Sick Leave     Federal regulations 
supersede and make first 
sentence moot 
 
Subsequent edits are for 
clarity 

2.17.7 Family Leave    Added year of Governor’s 
Order per HR 

2.17.8 Family and Medical Leave Act 
(FMLA)  

    

2.17.9 Additional Leave Benefits for 
Faculty on  
Regular, Salaried Appointments  

    

2.17.10 Leave Without Pay      

2.17.11 Disaster Relief Leave      

2.17.12 Change of Duty Station   

2.17.13 Geographical Transfer Policy      
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2.18 Continuing and Professional 
Education Activities  

    

2.18.1 Required Use of and 
Participation in Continuing and 
Professional Education Program 
Services and  
Facilities  

    

2.18.2 Non-Credit Continuing and 
Professional  
Education Activities Overload Payment 
and Compensation  

    

2.18.3 For-Credit Continuing and 
Professional  
Education Activities Overload Payment 
and Compensation  

    

 
2.19 Retirement, Resignation, and 
Non- 
Reappointment  

    

2.19.1 Retirement      

2.19.1.1 Voluntary Transitional 
Retirement Program for Faculty with 
Tenure or Continued Appointment  

    

2.19.2 Resignation      

2.19.3 Non-Reappointment    Deleted language per BOV 
resolution March 22, 2021  

2.19.3.1 Non-Reappointment for 
Faculty on Tenure- 
Track or Continued Appointment-
Track  

    

2.19.3.2 Non-Reappointment for Non-
Tenure-Track  
Instructional Faculty on Regular 
Appointments  

    

2.19.3.3 Non-Reappointment for 
Research Faculty on  
Regular Appointments  

    

2.19.3.4 Non-Reappointment for 
Administrative and  
Professional Faculty on Regular 
Appointments  

    

2.20 Unclaimed Personal Property      

2.21 Reduction in Force      
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https://www.staffsenate.vt.edu/
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http://www.governance.vt.edu/
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https://faculty.vt.edu/content/dam/faculty_vt_edu/files/Important-Dates.pdf














































































https://www.provost.vt.edu/
https://www.provost.vt.edu/




































https://www.research.vt.edu/
https://www.provost.vt.edu/index.html
https://www.provost.vt.edu/index.html
https://www.provost.vt.edu/index.html
https://www.research.vt.edu/hr/research-faculty/ranks.html


https://www.research.vt.edu/




















































































https://policies.vt.edu/assets/ppm-312.pdf


https://policies.vt.edu/assets/6901.pdf
https://policies.vt.edu/assets/6901.pdf
https://www.registrar.vt.edu/faculty-staff/instructional-minutes.html
https://graduateschool.vt.edu/
https://graduateschool.vt.edu/


































mailto:dean.students@vt.edu
mailto:dean.students@vt.edu
mailto:dean.students@vt.edu


https://osp.vt.edu/






















https://www.hr.vt.edu/about/service-center.html


https://www.varetire.org/
https://www.varetire.org/
https://www.varetire.org/
https://www.varetire.org/


http://policies.vt.edu/4410.pdf




https://www.hr.vt.edu/about/service-center.html
https://www.hr.vt.edu/about/service-center.html


https://www.hr.vt.edu/about/service-center.html
http://policies.vt.edu/4345.pdf
https://www.hr.vt.edu/about/service-center.html
https://www.hr.vt.edu/about/service-center.html




https://policies.vt.edu/4415.pdf












mailto:oem@vt.edu
http://www.emergency.vt.edu/
mailto:oem@vt.edu
http://www.emergency.vt.edu/
http://www.alerts.vt.edu/




http://www.emergency.vt.edu/


http://www.police.vt.edu/
http://www.alerts.vt.edu/
http://www.vtnews.vt.edu/
http://www.weather.gov/


























































  
3e. 

 
If dean’s written response is not satisfactory to grievant, move to step 

four within 5 weekdays. 

 
Step four 

 
Within 5 weekdays 

 
4a. 

 
Grievant advances grievance form to the provost. 

 
 
Within 5 weekdays 

 
 
4b. 

 
Provost acknowledges receipt of grievance and forwards copy to Faculty 

Senate president to receive recommendation of an impartial hearing 

panel of the Faculty Review Committee. 

 
Within 5 weekdays 

 
4c. 

 
Faculty Senate president acknowledges in writing to grievant that copy 

of grievance has been received from provost. 

 
 
Within 15 weekdays 

 
 
4d. 

 
Faculty Review Committee chair appoints hearing panel from among 

Faculty Review Committee members; panel holds its initial meeting with 

both principals. 

 
Within 45 weekdays 

 
4e. 

 
Hearing panel concludes its work and make recommendations to 

provost and grievant. 

 
Within 10 weekdays 

 
4f. 

 
Provost meets with grievant. 

 
Within 10 weekdays 

 
4g. 

 
Provost notifies grievant in writing of his or her decision. 

 
 

4h. 

 
If the provost’s decision is fully consonant with (or exceeds) the 

recommendations of the hearing panel, or if it is satisfactory to the 

grievant even if it differs from the recommendation of the hearing panel 

that ends the matter. 

 
 
4i. 

 
If the provost’s decision is not acceptable to the grievant and not 

consonant with the recommendation of the hearing panel, move to step 

five within 20 calendar days. 

 
Step five 

 
Within 20 calendar 

days 

 
5a. 

 
Grievant appeals in writing to university president. 

 
5b. 

 
University president’s decision is final. 

 

14.8 Study-Research Leave 

 
Study-research leave may be granted to faculty members for research and/or advanced study necessary 

to enhance the competencies of those faculty members to carry out their obligations to the university. (At 

other universities this program is often called “sabbatical.”) 

 
Full-time faculty members holding continued appointment with significant responsibility for instruction and 

scholarly productivity, with the rank of assistant professor or higher, having accrued a minimum of six years 
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of service, are eligible for study-research leaves. Following such a leave, an additional six years of full-time 

service are necessary before a faculty member is eligible for another study-research leave. Requests may 

be submitted prior to completion of six years of service, but faculty members must have completed the sixth 

year before the leave period begins. 

 
Time spent on study-research leave, educational leave, or leave without pay is not considered in compiling 

minimum service requirements for further leaves. 

 
As part of the commonwealth’s educational leave program, recipients of study-research leaves are provided 

with partial salary (not to exceed one-half salary). Full employee benefits remain in force while faculty 

members are on study-research leaves. Calendar year faculty on study-research leave earn annual leave 

at a rate of half their usual annual leave earnings. 

 
Instead of a proposal for leave of a full academic or calendar year, faculty members may propose a 

sequence of semester leave periods at half-salary over several years, not to exceed in total one academic 

year (for a faculty member on academic year appointment) or 12 months (for a faculty member on calendar 

year appointment). If such a sequence of leaves is undertaken, all intervening periods of full-time 

appointment at Virginia Tech accrue toward the six-year minimum service required before eligibility for 

another study-research leave or sequence of leaves. 

 
Alternatively, following completion of any study-research leave, faculty members may propose a single 

semester of study-research leave at half-salary following three years of full-time service to the university. 

 
Recipients of a study-research leave may receive additional compensation from other approved sources 

up to a total equal to their annual salary from the university. Faculty members may receive the additional 

half salary from sponsored grants or contracts, resulting in a one-year period at full salary from university 

sources; the appropriate level of effort must be expended on grant-related activities. They may also obtain 

additional funds from external sources to cover expenses for travel, research, administrative assistance, 

and the purchase of relevant materials. The department head and provost review and approve required 

documentation of all external earnings and expected payments. Engagement in consulting activities must 

be consonant with existing university policy. 

 
The request for study-research leave is made in the fall and, if approved, is taken the following academic 

year. Requests for study-research leave are submitted to the department head or chair by November 1 for 

processing through the college, provost, and consideration by the Board of Visitors at the March (or spring) 

meeting of the board. Requests are forwarded to the board, subject to recommendation of the department 

head or chair, dean, and the provost, with consideration of the need for effective continuation of the 

Extension’s program. Specific leave request due dates are established annually and are available in the 

Calendar of Important Dates found on the provost’s website. 

 
The faculty member returns to full-time service with the university for a minimum of at least one academic 

year at the end of the approved leave or repays the university the salary received plus interest. If less than 

this required period of service is met, repayment is required of the pro rata portion of the compensation 

provided by the university during the leave period. Before undertaking the leave, the faculty member signs 

a memorandum of agreement to this effect. 

 
Within 60 days of returning to full-time status, the faculty member must send a letter to the provost, dean, 

and department head summarizing his or her accomplishments. 
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14.9 Research Assignment 

 
Research assignment is a special category of study-research leave that is awarded to a faculty member 

with continued appointment for one semester of intensive study or research that increases the quality of 

the individual’s professional stature and future contribution to the university. It may be taken in lieu of an 

ordinary year-long study-research leave. Continued appointment-track faculty members are not eligible to 

apply for research assignment leave until after continued appointment has been awarded. 

 
Full-time faculty members holding continued appointment with the rank of assistant professor or higher, 

and having accrued a minimum of six years of service, are eligible for research assignment or study- 

research leave. Following such a leave, an additional six years of full-time service are necessary before a 

faculty member may be considered for another research assignment. Requests may be submitted prior to 

completion of six years of service, but faculty members must have completed the sixth year before the leave 

period begins. Faculty members on calendar year appointments may take research assignment leave for up 

to six months. 

 
Approval for research assignment provides the faculty member with full salary and related benefits for the 

period of the leave; faculty members may not take on additional responsibilities for outside income except 

as allowed by the university’s consulting policy. Modest stipends associated with competitive visiting scholar 

programs at other institutions, competitive national or international fellowships, the Fulbright Scholar 

Program, and similar prestigious opportunities to support study and/or scholarly research may be approved 

where there is clear benefit to the faculty member and the university. Similarly, externally funded 

reimbursements or allotments for travel, temporary relocation, and other expenses associated with the 

proposed research assignment may be approved. The department head and provost review and approve 

required documentation of all external earnings and expected payments. When a faculty member proposes 

a period of paid employment greater than 50 percent of the annual salary in a corporate or governmental 

setting, leave without pay or a contract through the Intergovernmental Personnel Act may be more 

appropriate than a research assignment. 

 
The primary privilege of a research assignment is entire relief from teaching, administrative duties, and 

other faculty duties for one semester. A secondary privilege is that the assignment may be carried out at 

any location approved by the director, although research programs that require facilities, resources from 

the University Libraries, or collaborations not available at the university are given special consideration. 

 
An application for research assignment is submitted to the appropriate department head or chair by 

November 1 of the academic year preceding that in which the assignment will be made. Application forms 

are available from the provost’s website. The application is in the form of a letter, which includes a detailed 

description of the proposed research or other scholarly project, the location of that activity, and the 

relevance of the proposed activity in contributing to the faculty member’s own scholarly research program. 

The director reviews the application and forwards it with a recommendation to the provost by mid- 

December, indicating the provisions that will be made to accommodate the faculty member’s 

responsibilities. The director is expected to weigh fiscal and academic load considerations to assure an 

equitable distribution of the awards. The provost reviews the recommendations, communicates with the 

director, and announces the results to each candidate, following approval by the Board of Visitors. Specific 

leave request due dates are established annually and are available in the Calendar of Important Dates on 

the provost’s website. 

 
The faculty member must return to full-time service with the university for a minimum of at least one 

academic year at the end of the approved leave. If less than this required period of service is met, 
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repayment is required of the pro rata portion of the compensation provided by the university during the 

leave period. Before undertaking the leave, the faculty member must sign a memorandum of agreement to 

this effect. 

 
Within 60 days of returning to full-time status, the faculty member must send a letter to the provost, dean, 

and department head summarizing his or her accomplishments. 

 
14.10 Modified Duties 

 
The university recognizes the need for all continued appointment and continued appointment-track faculty 

members to balance the commitments of family and work. Special family circumstances, for example, birth 

or adoption of a child, severe illness of an immediate family member, or even issues of personal health, 

can cause substantial alterations to one’s daily routine, thus creating a need to construct a modified 

workload and flexible schedule for a period of time. 

 
Since the circumstances may vary widely for faculty members at different stages of their careers and with 

different family and workload situations, this policy does not prescribe the exact nature of the 

accommodation. In many cases, it may be a reduction or elimination of a teaching assignment while the 

faculty member continues to meet ongoing, but more flexible research and graduate student supervision 

obligations. In general, the university’s commitment is to work with a faculty member to devise a modified 

workload and schedule that enables the faculty member to remain an active and productive member of the 

department. Because there is no reduction in salary, the faculty member is expected to have a set of full- 

time responsibilities. 

 
An eligible faculty member is encouraged to speak with his or her department head or chair as soon as 

possible about the need for modified duties to ensure the maximum amount of time for planning. A 

department chair, in conjunction with the director of Extension, is responsible for working with a faculty 

member to ensure a fair plan for modified duties is implemented if possible, budgetary constraints are 

considered, and student or other needs are met. The policy does not create an entitlement if there are 

legitimate business-related reasons for denying the request. The department head or chair, in consultation 

with the dean or director, makes final decisions about the nature of the modified duties. 

 
Provisions of this policy cannot adequately address all individual circumstances. Sick leave (including 

disability), leave without pay, or permanent reduction in appointment to part-time status may be options to 

consider for longer-term or more demanding needs. This policy is not intended to provide release time from 

teaching for the purpose of allowing additional time for research. Reduction in teaching assignment for 

research purposes is the prerogative of the Extension division and a function of the university’s program of 

study-research leaves. 

 
Extension of the probationary period (see chapter fourteen, “Extending the Continued Appointment Clock”) 

is available to faculty members on continued appointment-track appointments who are confronted with 

extenuating personal or family circumstances, or birth or adoption of a child. The extension may be 

requested as a complement to a request for modified duties. However, the semester of modified duties 

does not automatically affect the continued appointment probationary period. 

 
Eligibility: Modified duties may be requested by any faculty member in a full-time continued appointment 

or continued appointment-track appointment for the purpose of managing family responsibilities or, in 

exceptional cases, personal health issues not addressed by sick leave. The policy applies to eligible faculty 

upon employment. 
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Guidelines: The period of modified duties is one semester, or an equivalent amount of time for those faculty 

members whose responsibilities are not tied directly to teaching on the academic calendar. 

 
Modification of duties should not result in additional duties during the subsequent semester, e.g., the faculty 

member should not be asked to make up the released teaching before or after the semester of modified 

duties. The faculty member cannot be employed by another institution during the period of modified duties, 

nor can the release time be used for extensive professional travel or other increased professional activities 

(including consulting) that do not meet the goals of the policy. 

 
Medical documentation is required if the period of modified duties is requested related to a health issue not 

addressed by sick leave. 

 
A semester of modified duties should be considered in addition to, not as a substitute for, sick leave and 

family leave available to those giving birth or adopting during the period of the appointment (i.e., during the 

academic year for those on academic year appointments, or any time for those on calendar year 

appointments). There are no work expectations for individuals on approved sick or family leave. 

 
Requests for outside consulting during the period of modified duties are not usually approved. 

 
A faculty member should submit a request for modified duties as early as possible so the department can 

plan appropriately. The request form is available on the provost’s website. The plan of proposed activities 

is developed in consultation with the department head or chair and the director of Extension. The duties 

can be department-based, division-based, or a combination thereof. 

 
Subject to available funding, the Office of the Executive Vice President and Provost provides an allotment 

to the faculty member’s unit to replace teaching (or to use in other ways relevant to the duties) that is lost 

through the granting of a term of modified duties. Additional support from departments and divisions is 

strongly encouraged, and should be noted in the request. 

 
Approval of the department head or chair, director of Extension, and provost are necessary. If the 

department head or chair does not support the request, the reasons for denial are provided in writing, and 

the request is automatically forwarded to the dean or director for further review. 

 
14.11 Consulting Activities for Virginia Cooperative Extension Faculty 

 
Consistent with the university’s policy and procedures on consulting activities, additional restrictions may 

be imposed on the consulting activity of Virginia Cooperative Extension faculty members. These restrictions 

are imposed to give further assurance that consulting approval is not granted for assistance that is the usual 

responsibility of faculty members within Extension. Extension faculty who are Administrative/Professional 

faculty should consult chapter seven of the Faculty Handbook. 

 
It is recognized that the outreach responsibilities of Extension are broad and, thus, program assistance 

parameters are difficult to define. Consequently, the following procedures are designed to provide 

judgmental decisions by appropriate supervisory staff for consulting requests in ambiguous areas of 

program responsibilities. 

 
The Request to Engage in External Activity Form 13010A is sent to the department head, chair, or 

immediate supervisor along with a letter outlining the nature of the consulting activity and why it falls outside 

the usual responsibilities of Extension. (The form is available on the Conflict of Interest website.) Typically, 

consulting activities do not involve university sponsorship. 
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The department head, chair, or immediate supervisor reviews the Request to Engage in External Activity 

Form 13010A and either approves or disapproves it. If approval is granted, the request is sent to the college 

dean for approval. The director of Virginia Cooperative Extension grants final approval. If disapproval is 

exercised at any level, the request is sent back through the department head or supervisor, to the faculty 

member along with an explanation for the action. Additional review and approval by the university conflict 

of interest officer is required for disclosures involving business ownership interests of investigators (or their 

family members), significant financial interests related to sponsored research, or other sponsored activities, 

employment or funding of students/trainees/staff, and any proposed management plan. 

 
Decisions are based upon, but not limited to, the following: consistency with guidelines stipulated in chapter 

two, “Consulting and Outside Employment”; whether the area of consulting is found to be within or outside 

usual Extension responsibilities; and whether the time required falls within the number of consulting days 

allowed. 
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