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This document is subject to change.  Please refer to the Virginia Tech website www.provost.vt.edu.  

 

 University policies are located on the university’s website at www.policies.vt.edu.  Many important 

procedures are located on the websites of the Controller’s Office (www.co.vt.edu), Purchasing Office 

(www.purch.vt.edu), and Human Resources Office (www.hr.vt.edu), and will be updated as policies 

change.  Please refer to these for issues not addressed in the Faculty Handbook. 

 

Virginia Tech does not tolerate discrimination or harassment on the basis of age, color, disability, 

gender, national origin, political affiliation, race, religion, sexual orientation, or veteran status.  

Anyone having questions concerning discrimination should contact the Office for Equity and Inclusion 

(www.oei.vt.edu), 336 Burruss Hall, Blacksburg, VA 24061, 540-231-7500. 
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1.0 Mission and Governance of the University 

 

1.1 Mission of the University 

 

Virginia Polytechnic Institute and State University (Virginia Tech) is a public land-grant university 

serving the Commonwealth of Virginia, the nation, and the world community.  The discovery and 

dissemination of new knowledge are central to its mission.  Through its focus on teaching and 

learning, research and discovery, and outreach and engagement, the university creates, conveys, and 

applies knowledge to extend personal growth and opportunity, advance social and community 

development, foster economic competitiveness, and improve the quality of life. 

 

 

 

1.2 Governance of the University 

 

This section covers the structure of the university governance system.  The board of visitors is the 

primary governing body of the university.  The board appoints the president of the university, who 

serves as the chief executive.  The president may delegate authority to the senior vice president and 

provost and vice presidents. 

 

 

 

1.3 Board of Visitors 

 

By statute of the Commonwealth of Virginia, the governing body of the university is the board of 

visitors, which exists as a corporation under the control of the Virginia General Assembly.  The board 

is composed of 13 members appointed by the governor—subject to confirmation by the senate—and 

the president of the Virginia Board of Agriculture and Consumer Services, who is an ex-officio 

member.  In addition, the board appoints two non-voting student representatives (one undergraduate; 

one graduate) who serve for a one-year term and attend open sessions.  Board members appointed 

by the governor serve for overlapping four-year terms.  The current membership of the board of 

visitors and its by-laws are available on the Virginia Tech website at www.bov.vt.edu.  A rector and 

vice-rector are elected annually by the membership, and the board appoints a secretary annually.  The 

president of the Faculty Senate and the president of the Staff Senate sit with the board at all 

meetings, except those held in closed session, and participate in discussion without authority to vote.  

By law, the board meets at least once a year, but typically meets quarterly to consider policy matters 

and to review the progress of the university. 
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The board of visitors is responsible for institutional policies except those under the direct jurisdiction of 

the Commonwealth of Virginia.  The board’s responsibilities are specified by state statute.  

Responsibilities include, but are not restricted to, the appointment of the university president; 

appointment, promotion, and granting of tenure; removal of members of the faculty; the prescription 

of faculty responsibilities; the setting of faculty salaries; the determination of student tuition, fees, 

other charges; and the government and discipline of students. 

 

The Faculty Handbook serves as a compilation of these and other policies related to the general faculty 

of the university. 

 

 

 

1.4 Central Administrative Organization 

 

1.4.1 President 

 

The president, the chief executive officer of the university, is selected by the board of visitors to 

execute approved policies and to administer the university, and holds office without term, subject to 

the pleasure of the board.  The president is charged with the overall organization and supervision of 

the university and all of the state agencies, services, and regulatory activities, which have been placed 

under the president's supervision by the board of visitors.  The president serves as the authorized 

officer through whom communication takes place between the board and the faculty, the board and 

the students, and the board and the other officers of administration or instruction employed by the 

university. 

 

University officers who report to the president include the senior vice president and provost, vice 

president for administrative services, vice president for alumni relations, vice president for 

development and university relations, vice president for finance and chief financial officer, vice 

president for equity and inclusion, vice president and chief information officer for information 

technology, university legal counsel, university treasurer and chief operating officer of the Virginia 

Tech Foundation, the chief of staff to the president, the executive director of governmental relations, 

and the director of intercollegiate athletics. 

 

The directors and executive officers of the individual agencies, services, and regulatory activities 

report directly to the vice president under whom the president has placed each organization. 
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1.4.2 Senior Vice President and Provost 

 

The senior vice president and provost, who serves as the university's chief executive officer in the 

president's absence, assists the president in the administration, coordination, and development of 

learning, discovery, and engagement programs.  Reporting to this officer are the college deans, dean 

of University Libraries, dean of Virginia Tech Carilion School of Medicine, vice president and dean for 

undergraduate education, vice president and dean for graduate education, vice president for outreach 

and international affairs, vice president for research, vice president and executive director of the 

national capital region, vice president for student affairs, and the associate provosts.  

 

Other offices reporting directly to the Office of the Senior Vice President and Provost include: 

Academic Assessment, Center for Academic Enrichment and Excellence, Center for Excellence in 

Undergraduate Teaching, Center for Survey Research, Honors Program, Institute for Distance and 

Distributed Learning, Institutional Research and Effectiveness, McNair Scholars Program, Multicultural 

Academic Opportunities Program, Office of University Summer Sessions, Scholarships and Financial 

Aid, Southern Association of Schools and Colleges Accreditation, Student Athlete Academic Support 

Services, Undergraduate Admissions, Undergraduate Honor System, Undergraduate Programs, 

University Academic Advising Center, University Registrar, University Studies, and the Women’s 

Center.  

 

In addition, the senior vice president and provost is responsible for maintaining the university's 

relations with the academic program function of the State Council of Higher Education for Virginia 

(SCHEV). 

 

 

 

1.4.3 Vice President for Administrative Services 

 

 

Reporting to the president, the vice president for administrative services provides administrative 

support services to the university’s four strategic pillars (research and scholarship, graduate 

education, undergraduate education, and outreach).  The vice president ensures proper management 

of the university’s physical assets; planning, design, construction, maintenance, and operation of the 

physical plant; management of real estate activities; compliance with governmental, environmental, 

health, and safety regulations; and assures a safe and supportive campus environment.  The vice 

president also provides direction to human resource functions of the university. 
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The vice president for administrative services oversees the operational departments of emergency 

management, environmental health and safety services, facilities, human resources, police, real estate 

management, and the university architect. 

 

In addition, the vice president represents Virginia Tech with peer institutions, the local community, 

federal and state agencies, and corporate representatives to assist the university in meeting long-

range objectives and emerging demands.  The vice president also represents the university by 

participating as a member of related community/organization committees and boards. 

 

 

 

1.4.4 Vice President for Alumni Relations 

 

The vice president for alumni relations oversees the operation of alumni programs and activities.  This 

officer serves as secretary-treasurer of the Virginia Tech Alumni Association; coordinates committees 

and activities of the alumni board of directors; guides strategic planning and budgeting of alumni 

programs and services; and shapes the communication program that promotes alumni programs and 

alumni support of the university. 

 

The Alumni Association has numerous programs and activities designed to promote Virginia Tech to 

alumni and friends of the university, enhance financial support, and encourage alumni involvement.  

Among the most prominent programs of the Alumni Association are its network of alumni chapters, 

class reunions and academic college homecomings, special programs and seminars, legislative 

advocacy, career services support, professorship and scholarship programs, and a 

merchandising/group tours program.  The Alumni Relations staff maintains records on the university’s 

alumni and receives university internal requests for approved mailings to alumni. 

 

Reporting to this vice president are the associate vice presidents for alumni relations and the director 

of the Office of Recovery and Support.   

 

 

 

1.4.5 Vice President for Development and University Relations 

 

The vice president for development and university relations is responsible for the development and 

maintenance of effective relationships with the university's various constituencies.  This officer secures 

resources that enhance the academic quality of the institution; promotes public understanding and 

support for Virginia Tech; enhances the perception and knowledge of the university’s programs and 
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accomplishments; and creates a positive public impression of the university and its faculty, staff, 

students, and programs.  

 

Reporting directly to the vice president are the associate vice presidents for development, 

advancement services, and university relations, as well as the campaign director.  The vice president 

works closely with the Virginia Tech Foundation, the Alumni Association, and the Virginia Tech Athletic 

Fund to focus on overall advancement of the university. 

 

This officer also serves as one of the two executive vice presidents of the Virginia Tech Foundation. 

 

 

 

1.4.6 Vice President for Equity and Inclusion 

 

The vice president for equity and inclusion provides leadership for the continuous assessment and 

improvement of university-wide efforts to create and sustain a more diverse and inclusive community.  

This senior officer reports directly to the president, and advises university leadership on policies, 

programs, practices, and resources necessary to achieve inclusive excellence and equity in the 

learning, discovery, and engagement activities of the university.    

 

The vice president for equity and inclusion works closely with all segments of the university 

community to embrace and maximize the benefits of a multicultural perspective.  The vice president 

builds the university’s capacity for recognizing, respecting, and valuing individual differences and 

encourages positive interactions between diverse populations.  Through various training, assessment, 

planning, and development activities, the vice president encourages a more consistently welcoming 

and inclusive climate for people of differing social, cultural, racial, and other identities.  In 

collaboration with individuals and departments, the vice president assists and advocates for those 

persons with special needs and/or significant cultural differences and those who may have concerns 

about their experiences at Virginia Tech. 

 

Reporting directly to this vice president are the directors for equity initiatives, compliance and conflict 

resolution, diversity initiatives, and education for diversity and inclusion. 

 

 

 

1.4.7 Vice President for Finance and Chief Financial Officer 

 

The vice president for finance and chief financial officer supports the university leadership by 

identifying, obtaining, and allocating the resources needed to achieve Virginia Tech’s mission and the 
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goals and objectives of the university’s strategic plan.  This officer develops innovative solutions to 

challenging problems by using sound financial management practices and extensive financial planning.  

The vice president develops and maintains active relationships with key staff in the Commonwealth of 

Virginia’s executive branch and general assembly to ensure a positive and effective working 

environment for the university.  The vice president directs the university accounting processes 

(including financial and regulatory relationships with state and federal governments); supports the 

university’s internal operations with innovative procurement operations; oversees an 

identification/debit/security card system known as Hokie passport; and leads in the development of 

effective business practices, which include financial/business information systems that offer electronic 

paperless services to the university community. 

 

Reporting directly to this vice president are the assistant vice president for finance, university budget 

director, university bursar, director of capital assets and financial management, university controller, 

coordinator of university budget and financial systems, director of Hokie passport, director of internal 

audit, director of purchasing and surplus property, and director of risk management.  

 

 

 

1.4.8 Vice President and Chief Information Officer for Information Technology 

 

The vice president and chief information officer for information technology reports directly to the 

university president and manages Virginia Tech’s information technologies.  

 

Under the vice president’s direction, the information technology organization provides and maintains 

information systems that enhance, support, and advance the university’s tripartite mission.  The vice 

president fosters outreach by developing partnerships with communities and promoting the 

capabilities of advanced networking and communications.  As a national leader in building 

technological resources, the information technology organization supports, preserves, and publicizes 

the work of Virginia Tech’s faculty, staff, and students. 

 

Reporting to this vice president are the associate vice presidents for network infrastructure and 

services, learning technologies, enterprise systems, and research computing; the directors for 

administration and planning, secure enterprise technology initiatives, and strategic partnership 

initiatives; and the information technology security officer. 
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1.4.9 University Treasurer and Chief Operating Officer of the Virginia Tech Foundation 

 

The university treasurer and chief operating officer of the Virginia Tech Foundation manages the 

financial assets and debt of the university and its related corporations.  This senior officer issues 

checks against said accounts and serves as the liaison between the university and its related 

corporations. 

 

University public funds are managed in accordance with state law and investment policy in the name 

of the university.  The Virginia Tech Foundation—through an agency agreement—manages private 

funds.  All financial assets supporting the programs of Virginia Tech are invested and managed in 

accordance with university goals and objectives.  Debt is issued in the name of the university as 

authorized by the university’s board of visitors and the treasury board of the Commonwealth of 

Virginia and is managed to maintain the university’s debt rating of AA by Standard & Poor’s and Aa2 

by Moody’s. 

 

 

 

1.5 University Academic Administration 

 

1.5.1 College Deans 

 

The deans of the colleges of Agriculture and Life Sciences, Architecture and Urban Studies, Pamplin 

College of Business, Engineering, Liberal Arts and Human Sciences, Natural Resources, Science, and 

the Virginia-Maryland Regional College of Veterinary Medicine are responsible for the academic 

activities of their respective colleges. 

 

These responsibilities include the allocation and administration of resources, appointment and 

evaluation of faculty and support staff, and curriculum development.  The department heads or chairs 

in each college report directly to their respective deans for all matters related to the programs of the 

colleges. 

 

The college deans are usually appointed for five-year terms by the senior vice president and provost, 

and may be reappointed indefinitely following periodic evaluations of their effectiveness in this 

capacity. 
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1.5.2 Departmental Administration 

 

The colleges are subdivided into academic departments and/or schools.  Departments are under the 

supervision of department heads, chairs, or school directors, who report to the dean of the college. 

 

Department heads or chairs are responsible for the growth and vigor of the academic programs, for 

the recruitment of new faculty, and for the administration of the curriculum and the budget of their 

departments.  In certain cases, some of these responsibilities may be delegated to program chairs of 

specific disciplines. 

 

Department heads or chairs serve for fixed-length terms, specified by the dean.  The length of term 

and procedures for renewal are to be decided by the dean in consultation with departmental faculty, 

taking into account the periodic review required prior to reappointment.  The president or the senior 

vice president and provost authorizes the appointment.  (See policy 6100, "Department Head or Chair 

Appointments," for specific details and procedures.) 

 

As an integral part of shared governance of the university, faculty committees are formed in 

departments to make recommendations and otherwise assist the head or chair in curricular 

modification, in the selection of new faculty, and in the determination and application of policies. 

 

 

 

1.5.3 Dean of University Libraries 

 

The dean of University Libraries directs the University Libraries in providing the Virginia Tech 

community with information collections and services necessary to support the learning, discovery, and 

engagement programs of the university.  The dean allocates and administers resources, and appoints 

and evaluates faculty and staff in support of University Libraries goals.  The dean reports to the senior 

vice president and provost.   

 

Reporting directly to this dean are the associate dean of administrative and circulation services, and 

the directors of collection management, digital library and archives, interlibrary loan, research and 

instructional services, special collections, technical services, and library systems. 

 

 

 

 

 

 



May 2009 Faculty Handbook, section 1.0, page 9 

1.5.4 Director of Virginia Cooperative Extension 

 

The director of Virginia Cooperative Extension (VCE) reports to the dean of the College of Agriculture 

and Life Sciences and is responsible for the administration of VCE programs in cooperation with the 

U.S. Department of Agriculture and state and local governments, as well as the Cooperative Extension 

Service of Virginia State University.  The director is responsible for the VCE programs in agriculture 

and natural resources, family and consumer sciences, and 4-H youth development.  Since three 

colleges provide these services, the director administers these programs under the guidance of a 

committee chaired by the senior vice president and provost. Committee members include the vice 

president for outreach and international affairs, director of VCE, director of the Agricultural Experiment 

Station, and deans of the colleges of Agriculture and Life Sciences, Natural Resources, and Veterinary 

Medicine. 

 

 

 

1.5.5 Vice President and Dean for Graduate Education 

 

The vice president and dean for graduate education is responsible for the growth of the graduate 

school, both in terms of graduate student numbers and in the quality of graduate students and 

programs of study.  The graduate education program currently has over 4,600 graduate students 

enrolled on campus and an additional 2,400 graduate students enrolled at several extended campus 

centers in Virginia.  The vice president and dean for graduate education reports to the senior vice 

president and provost. 

 

The vice president and dean for graduate education works in partnership with faculty, program chairs, 

department heads or chairs, deans, graduate students, and the Commission on Graduate Studies and 

Policies (CGSP) to further graduate education at Virginia Tech.  The vice president and dean develops 

academic policies and procedures; assists in preparing new graduate degree options/programs; 

implements graduate enrollment management strategies; oversees the graduate admissions process 

and the progress of graduate students; accepts and approves theses/dissertations; certifies successful 

completion of graduation requirements; manages tuition remissions and scholarship/fellowship 

programs; implements the health insurance subsidy program; coordinates university-wide graduate 

recruitment efforts; coordinates university-wide graduate student orientation and GTA training; 

assures federally-mandated compliance; and administers the graduate honor system.    

 

Reporting directly to the vice president and dean are the associate deans, and the directors of 

graduate admissions and academic progress, graduate student recruiting, graduate student services, 

and international graduate student services. 
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1.5.6 Vice President and Dean for Undergraduate Education 

 

The vice president and dean for undergraduate education reports to the senior vice president and 

provost and serves in the senior vice president’s absence. 

 

The vice president and dean works closely with college deans and the vice president for student affairs 

to serve students and faculty.  This senior officer provides leadership to enhance the learning 

environment; oversees enrollment services; coordinates faculty development; directs academic 

support units; and establishes the vision of a land-grant learning community supported by the 

university’s academic agenda.  Units reporting to the vice president and dean are:  the Office of 

Academic Support Services (Center for Academic Enrichment and Excellence, Multicultural Academic 

Opportunities Program, University Studies/University Academic Advising Center, and Student Athlete 

Academic Support Services), the Office of Enrollment Management (Undergraduate Admissions, 

University Registrar, and University Scholarships and Financial Aid), the Office of Distance Learning 

and Summer Sessions (Institute for Distance and Distributed Learning, University Summer Sessions), 

and the Office of Undergraduate Education (Academic Assessment, Center for Excellence in 

Undergraduate Teaching, Undergraduate Programs, and University Honors Program.) 

 

The vice president and dean for undergraduate education annually allocates resources to college 

deans through an enrollment support model to supplement college resources for classroom instruction.  

Similarly, summer session resources are allocated annually based upon previous summer session 

instructional performance metrics.  The vice president and dean also annually distrbutes grants to 

support initiatives that enhance undergraduate student learning.   

 

 

 

1.5.7 Vice President and Executive Director of the National Capital Region 

 

The vice president and executive director of the national capital region (NCR) is responsible for 

assisting the president and the senior vice president and provost in developing and implementing 

strategic directions for the region.  In the national capital region, this vice president coordinates 

services and operations across multiple locations; enhances the visibility and presence of Virginia Tech 

and its programs; develops new opportunities for teaching and learning, discovery, and engagement; 

assists in the development of viable business models for programs; and leverages assets of the region 

to faculty on the main campus in Blacksburg. 

 

Reporting to this vice president are the deputy director of the NCR region administration; directors of 

the center for technology, security, and policy, the global issues initiative, the research development 
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team, and information services; associate directors of outreach program development and research 

program development; and the manager of public relations and marketing. 

 

 

 

1.5.8 Vice President for Research 

 

Working closely with the college deans, the vice president for research provides administrative 

leadership to support, enhance, and advance the overall discovery mission of the university.  This 

officer reports directly to the senior vice president and provost.  

 

The vice president directs the offices of the Vice President for Research and Sponsored Programs.  The 

vice president is responsible for fostering quality research and scholarship; providing access to funding 

information; assisting faculty in securing and managing external funding; enhancing the response to 

national research priorities and opportunities; encouraging and directing inquiry into new and 

emerging fields; promoting solutions and advances of basic knowledge in diverse disciplines through 

interdisciplinary cooperation; ensuring compliance with regulatory policies and ethical research 

conduct policies; supporting and promoting the research, scholarship, and creative activity of Virginia 

Tech’s faculty, staff, and students; marketing faculty talent and university capabilities; and fostering 

partnerships with outside agencies and businesses. 

 

The vice president serves as chairman of the board of Virginia Tech Intellectual Properties, Inc. and 

works with the Virginia Center for Innovative Technology and other agencies to market and 

commercialize the research results of faculty, staff, and students. 

 

Reporting to this vice president are the associate vice presidents for research, research computing, 

research compliance, research programs; president of Virginia Tech Intellectual Properties (VTIP); 

assistant vice president and director of the Office of Sponsored Programs; and directors of the 

Institute for Critical Technology and Applied Science (ICTAS), Fralin Life Science Institute, and 

Institute for Society, Culture, and Environment; and the senior director of administrative services.  

 

 

 

1.5.9 Vice President for Student Affairs 

 

The vice president for student affairs reports directly to the senior vice president and provost, and 

provides leadership to the university's services and programs in the Division of Student Affairs.  The 

vice president is responsible for promoting students’ academic success, personal growth, and life skills 

development; guiding the success of students from orientation through graduation; creating 
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environments that support the academic mission of the university and that are welcoming to all; 

promoting supportive and inclusive communities that contribute to a just and caring university; and 

offering high quality environments, programs, and services necessary for students to function 

successfully on campus. 

 

Reporting to this vice president are the directors of career services, campus alcohol abuse prevention 

center, Cook Counseling Center, Cranwell International Center, fraternity and sorority life, housing 

and dining services, judicial affairs, multicultural programs and services, recreational sports, residence 

life, Schiffert Health Center, services for students with disabilities, student activities, and university 

unions; the commandant of the Virginia Tech Corps of Cadets; and the dean of students.   

 

 

 

1.5.10 Vice President for Outreach and International Affairs 

 

The vice president for outreach and international affairs leads the university’s efforts to be fully 

engaged in society, here and around the world.  The vice president is responsible for facilitating the 

exchange of knowledge that benefits both the university and society and for helping faculty 

disseminate research results that assist communities, business, non-profit and non-governmental 

organizations, and governments to solve real world societal and natural resource problems.  This 

senior officer works with communities to address local and global economic development needs; 

manages U.S. government-funded projects that improve food security and natural resources 

management around the world; arranges opportunities for students to serve communities and 

organizations while learning; tracks Virginia Tech’s international agreements with institutions abroad; 

provides visa assistance for the university’s international visitors; oversees Virginia Tech centers 

abroad; explores new ways to leverage university resources for an effective international agenda; and 

spearheads implementation of the university’s international strategic plan.  The vice president tailors 

regional and online graduate and lifelong learning educational opportunities through continuing and 

professional education programming conducted at The Inn at Virginia Tech, Skelton Conference 

Center, the Hotel Roanoke and Conference Center, and at commonwealth campus centers throughout 

Virginia. 

 

Reporting to this vice president are the associate vice president for international affairs; directors of 

outreach program development, the center for organizational and technological advancement, 

economic development, outreach finance and administration, Reynolds Homestead, extended campus 

sites in southwest Virginia, Roanoke, Richmond, and Hampton Roads, outreach programs in Southside 

Virginia and the Institute for Advanced Learning and Research (IALR); chair of VT-STEM (science, 

technology, engineering, and math) K-12 outreach; international fellow of the Center for European 

Studies and Architecture (CESA); and the outreach fellows for transportation and fine arts.   
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1.6 Governance by Shared Responsibility 

 

There is a wide recognition of the complexity of university governance and general acknowledgment of 

the need for faculty, staff, and student participation in the conduct of university affairs.  The 

University Council, university commissions, university advisory councils, and university standing 

committees provide an organizational structure through which faculty, staff, student and 

administrative responsibilities are shared and fulfilled. 

 

The University Council and university commissions constitute the main resident bodies for policy 

formulation.  Their memberships include representatives from administration, Faculty Senate, Staff 

Senate, college faculty associations, administrative and professional faculty, Graduate Student 

Assembly, Student Government Association, and representatives from other interest groups where 

appropriate.  The university commissions formulate and recommend policies to the University Council, 

which in turn makes recommendations to the president of the university.  Final authority rests with 

the president of the university and the board of visitors. 

 

The constitutions and bylaws of the University Council, Faculty Senate, Staff Senate, Graduate 

Student Assembly, and Student Government Association are presented in separate publications.  

Persons concerned with the governance of the university are encouraged to consult the constitutions 

and bylaws of these organizations.  The constitutions and bylaws of the University Council, Faculty 

Senate, Staff Senate, and Graduate Student Assembly may be found on the Virginia Tech website.  

The constitution and bylaws of the Student Government Association may be obtained from their office.  

The constitution and bylaws of University Council contain the specific membership lists for University 

Council, the commissions, and the committees.  Also available are lists of the specific persons who 

hold membership on the various bodies.  These lists are updated as the personnel change.  The 

membership lists are maintained by the president's office and are available on the governance website 

at www.governance.vt.edu. 

 

 

 

1.6.1 University Council 

 

The functions of the University Council are to advise the president on matters of university 

governance; to accept functions and authority delegated to it by the president; and to review and 

make recommendations on matters of concern to the faculty, staff, students, and administration.  Any 

council member, in accordance with its constitution and bylaws, may place such matters on the 

University Council agenda.  The University Council refers appropriate matters to the commissions, 

advisory councils, Faculty Senate, Staff Senate, groups, or individuals for consideration and 

recommendation. 
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1.6.2 Commission on Administrative and Professional Faculty Affairs  

 

The charge of the Commission on Administrative and Professional Faculty Affairs (CAPFA) is to study, 

formulate, and recommend to University Council policies and procedures affecting the employment 

and working conditions of administrative and professional faculty.  Areas for consideration include:  

morale of administrative and professional faculty; procedures for appointing, evaluating, disciplining, 

recognizing, and promoting administrative and professional faculty; benefits, educational and personal 

leave, and extra-university professional activity; and matters of equity and diversity that affect the 

university's professional environment.  The commission is also responsible for reviewing grievances 

advanced to the executive level and to advise the provost or associate vice president for human 

relations prior to action. 

 

 

 

1.6.3 Commission on Equal Opportunity and Diversity 

 

The charge of the Commission on Equal Opportunity and Diversity is to study, formulate, and 

recommend to University Council policies and procedures as they relate to the university’s 

responsibilities for equal opportunity, affirmative action, accessibility, and compliance; diversity 

planning and evaluation; diversity training and education; assessment of institutional climate; and 

similar matters of equity and diversity that affect the university.  In collaboration with other university 

commissions and/or units, the commission will address issues of diversity and equity as they relate to 

recruitment, retention, and advancement of faculty, staff, and students, particularly those from 

historically underrepresented groups and from international populations; student life; academic 

policies and support; curriculum; research, scholarship, and creative activity; and outreach. 

 

 

 

1.6.4 Commission on Faculty Affairs 

 

The charge of the Commission on Faculty Affairs is to study, formulate, and recommend to the 

University Council policies and procedures affecting employment and professional standing of 

members of the collegiate faculties and library or extension faculty on continued appointment.  Areas 

for consideration include: commencement, academic freedom and faculty morale; procedures for 

appointing, evaluating, disciplining, recognizing, and promoting faculty—including department heads 

and chairs; tenure, benefits, academic and personal leave, extra-university professional activity; and 

matters of equity and diversity that affect the university's professional environment. 
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1.6.5 Commission on Graduate Studies and Policies 

 

The charge of the Commission on Graduate Studies and Policies is to study, formulate, and 

recommend to University Council policies and procedures concerning on-campus and off-campus 

graduate academic matters.  Areas for consideration include: admissions, academic progress, degree 

requirements, commencement, registration, scheduling, curricula, courses, advising, instruction, 

teaching, research, financial assistance (including assistantships, scholarships, fellowships, and 

tuition), library resources, and other matters affecting the graduate student academic environment. 

 

 

 

1.6.6 Commission on Outreach and International Affairs 

 

The charge of the Commission on Outreach and International Affairs is to study, formulate, and 

recommend to University Council policies and procedures concerning the engagement of the university 

in service, outreach, and international affairs.  Areas for consideration include:  Virginia Cooperative 

Extension; continuing and professional education; economic development—including community 

resource and leadership development; liaison with affiliated corporations and institutes; international 

programs; and other matters affecting service, outreach, and international affairs.  The Commission 

on Outreach and International Affairs will liaison with the Commission on Undergraduate Studies and 

Policies on issues regarding education abroad and international exchange programs. 

 

 

 

1.6.7 Commission on Research 

 

The charge of the Commission on Research is to study, formulate, and recommend to University 

Council policies and procedures concerning research.  Areas for consideration include: sponsored 

programs, core programs, and interdisciplinary research; intellectual properties; animal care and 

human subjects; indirect costs and overhead; research facilities, centers, and institutes; library 

resources; liaisons with affiliated corporations and institutes; and other matters that affect research. 

 

 

 

1.6.8 Commission on Staff Policies and Affairs 

 

The charge of the Commission on Staff Policies and Affairs is to study, formulate, and recommend to 

University Council policies and procedures affecting the working conditions of staff and to promote 

staff participation in the university community.  Areas for consideration include:  staff morale; 
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evaluation; communication with supervisors; recognition and career development; staff relations with 

administrators, faculty, and students; benefits and personal leave; extra-university professional 

activity; matters of equity and diversity that affect the university's professional environment; and 

other matters affecting the staff environment. 

 

 

 

1.6.9 Commission on Student Affairs 

 

The charge of the Commission on Student Affairs is to study, formulate, and recommend to University 

Council policies and procedures affecting graduate and undergraduate student life and morale.  Areas 

for consideration include:  student relations with peers, staff, faculty, administrators, alumni, and the 

community; student organizations, social life, and recreation; employment, placement, and 

counseling; residential life, health, safety, and quality of student-related services; and other matters 

affecting student life. 

 

 

 

1.6.10 Commission on Undergraduate Studies and Policies 

 

The charge of the Commission on Undergraduate Studies and Policies is to study, formulate, and 

recommend to University Council policies and procedures concerning on-campus and off-campus 

undergraduate academic matters.  Areas for consideration include: library resources, admissions, 

academic progress, commencement, degree requirements, honor systems, study environment, in-

honors programs, curricula, courses, advising, instruction, student honors and awards, financial aid, 

scheduling, registration, and other matters affecting the undergraduate student academic 

environment. 

 

 

 

1.6.11 Commission on University Support 

 

The charge of the Commission on University Support is to study, formulate, and recommend to 

University Council policies and procedures related to supporting the learning, discovery, and 

engagement missions of the university.  Areas for consideration include: accounting, budget 

administration, purchasing, computing, communications, publications, physical facilities, parking, 

transportation, corporations, auxiliaries, development, institutional research, and liaisons with the 

Virginia Tech Foundation and the Alumni Association, and other related matters. 
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1.6.12 University Councils 

 

1.6.12.1 University Advisory Council on Strategic Budgeting and Planning 

 

The Advisory Council on Strategic Budgeting and Planning serves a primary advisory role for the 

university budgeting and planning process.  It reports jointly to the president and the University 

Council.  Areas for consideration include: monitoring the university planning and budgeting processes; 

participating in and advising on the development of biennial budgets, formulation of the university 

plan, development of university capital and facilities plans, and reconciliation of the plan and available 

resources; consulting on other budget and planning matters; addressing matters of policy relative to 

budget and planning appropriate for governance consideration and, in such instances, making 

recommendations to the University Council. 

 

 

 

1.6.13 University Committees 

 

University standing committees are those committees constituted on a continuing basis by the 

president on recommendation of the University Council to deal with matters of a university-wide 

interest.  Each standing committee reports directly to one commission.  The university standing 

committees are:  Academic Support, Athletics, Building, Commencement, Computing and 

Communications Resources, Employee Benefits, Energy and Sustainability, Faculty Honorifics, 

Graduate Curriculum, Honor System Review Board, Intellectual Property, Library, Transportation and 

Parking, and University Curriculum Committee for Liberal Education. 

 

The president also constitutes ad hoc and special committees as may be needed for consideration of 

problems of a non-recurring nature. 

 

In addition, there are university operational committees constituted on a continuing basis and 

appointed by the senior vice president and provost, the vice president for administration, or one of the 

other vice presidents.  These committees deal with matters of university-wide interest that fall 

primarily within the responsibilities of the appointing officers.  Unless made the subject of specific 

legislation to the contrary, each university operational committee is constituted, charged, and staffed, 

as the appointing administrative officer deems appropriate.  The secretary of the University Council 

maintains a record of university operational committee chairs and members.  Approved minutes of 

meetings of university operational committees are maintained by each committee and by the 

secretary of the University Council so that they are accessible, as required or requested, to the 

University Council. 
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1.7 Faculty Senate 

 

The purpose of the Faculty Senate is to create an effective faculty organization that can enter into 

partnership for shared responsibility and cooperative action between the faculty, staff, administration, 

and students in order to promote the general welfare of the university. 

 

The membership of the Faculty Senate consists of elected faculty members.  A faculty member is 

eligible to be elected to the Faculty Senate and to vote in the election of faculty senators if the faculty 

member holds:  (1) the rank of professor, associate professor, assistant professor, or instructor [this 

includes faculty in the clinical professor series, professor of practice series, and all ranks of instructor];  

(2) a full-time and continuing appointment to the university;  (3) an appointment or tenure in an 

academic department, or in the library, or as an extra-collegiate faculty.   

 

Although otherwise qualified, those faculty members in administrative positions at the college level, 

the university level, or the library, and those faculty members studying for a degree at the university 

are ineligible. 

 

Faculty Senate members, though uninstructed representatives of their constituents, have the 

responsibility to seek the opinions of their electorate.  Having done so, they make decisions and vote 

on matters brought before the Faculty Senate according to their own reasoned judgment. 

 

The functions of the Faculty Senate are: 

 

• to establish within the laws applicable to the university an effective means for advising and 

responding to the university commissions, the University Council, the administration, and the 

board of visitors on university affairs; 

 

• to express opinion on university affairs as the Faculty Senate deems appropriate and necessary; 

 

• to participate in the formulation of academic and educational policies that concern more than one 

college, division, or center; 

 

• to consider policies, programs, and other matters that the administration, college faculties, 

student organizations, and individuals of the faculty may propose; 

 

• to afford avenues and procedures whereby communications within the university may flow freely, 

fully, and systematically; 
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• to help create, maintain, and protect a university environment conducive to the richest growth of 

scholarship, learning, teaching, research, service, and respect for human dignity and rights;  

 

• to accept and share responsibility with the administration, staff, and students in all efforts to 

improve the stature and usefulness of the university; and 

 

• to advise, respond to, and participate in the Faculty Senate of Virginia, thereby providing 

university faculty with a voice in matters of broader concern to faculty across the commonwealth. 

 

The following standing committees aid the Faculty Senate in performing its functions: Committee on 

Reconciliation, Faculty Review Committee, and Committee on Faculty Ethics. 

 

The Faculty Senate cabinet is comprised of the officers and representatives of each of the colleges and 

the library.  It is concerned primarily with the general business of the Faculty Senate.  The president 

of the Faculty Senate may create additional work groups and ad hoc committees, as necessary to 

address specific issues or concerns of the faculty. 

 

 

 

1.7.1 Committee on Reconciliation 

 

The Committee on Reconciliation is composed of eight tenured faculty members eligible for 

membership in the Faculty Senate.  Faculty appointed to administrative positions with responsibility 

for recommending promotions, salary adjustments, and distribution of teaching, research, and 

extension assignments are ineligible for membership.  The functions of this committee are to offer 

advice and counsel to faculty members who seek it, particularly in relation to disputes with immediate 

supervisors or university administrators.  

 

The committee has a designated role within the grievance process to assist in resolving disputes that 

are eligible for consideration as a grievance if so requested by the faculty member.  See section 

2.14.2 for guidance on valid and ineligible issues for grievance that define the committee’s purview in 

relation to the grievance process.  Faculty members who wish to engage the assistance of the 

committee in the context of a potential grievance must submit the request concurrently to the Office 

of the Senior Vice President and Provost and the chair of the Committee on Reconciliation within 30 

calendar days of the time when the faculty member knew or should have known of the event or action 

that is the basis for the potential grievance.  The senior vice president and provost will automatically 

grant a 60-day postponement of grievance timelines for the Committee on Reconciliation to attempt to 

resolve the complaint between the parties. 
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The Faculty Senate Committee on Reconciliation may also be consulted by faculty members 

concerning serious disagreements with immediate supervisors or other university administrators 

concerning issues that may not be eligible for consideration within the grievance process.  In such 

instances, the committee may contact the relevant administrator to determine if there is an interest 

and willingness to explore informal resolution of the dispute.  The Office of the Senior Vice President 

and Provost need not be notified to initiate discussions with the committee in such instances. 

 

Cooperation and candor from all members of the university community are prerequisite to the 

successful functioning of the Committee on Reconciliation in investigating serious and delicate cases.  

Confidential information concerning personnel and academic issues may be shared with the 

committee.  The committee keeps no written records and treats all matters with utmost sensitivity.   

 

In conducting its work, the Committee on Reconciliation takes special measures to assure that 

participating members have no conflict of interest in the matter.  In contrast to the Faculty Review 

Committee (see section 1.7.2), which has responsibility for formally investigating a grievance through 

hearings, calling witnesses, and collecting and assessing evidence prior to rendering its judgment, the 

Committee on Reconciliation operates more informally as a facilitator.  It meets with the respective 

parties to determine if there is common ground for resolution of the matter, facilitating a solution that 

is agreeable to the principal parties and consistent with university policy and practice. 

 

Generally the faculty member initiates the request for assistance of the committee; however, an 

administrator may seek the committee’s involvement in resolving a dispute with a faculty member.  

Both parties to the dispute must agree to be participants in the reconciliation process.  If no resolution 

can be reached, the matter reverts to formal review as part of the grievance process if the matter is 

eligible for such consideration.  

 

 

 

1.7.2 Faculty Review Committee 

 

The Faculty Review Committee (FRC) will include a minimum of two faculty members from each 

college and two each from the library and the extra-collegiate extension faculty.  Additional members 

from colleges may be appointed in direct proportion to the colleges' representation in the Faculty 

Senate.  The president of the Faculty Senate, in consultation with the cabinet, appoints the chair.  The 

chair may be a member of the senate or a member of the Faculty Review Committee.  Committee 

members, who are appointed by the Faculty Senate president in consultation with the senate cabinet, 

must, at the time of their initial appointment, have served on their college or equivalent promotion 

and tenure committee or in the Faculty Senate.  Members may not serve on a university or college 

promotion and tenure committee and on the Faculty Review Committee simultaneously.  In the event 
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that no eligible faculty members from a particular college or the library or the extra-collegiate 

extension can be identified who are willing and able to fill a vacant position on the FRC, the Faculty 

Senate president in consultation with the senate cabinet may appoint the appropriate number of 

tenured faculty members to complete the membership of the Faculty Review Committee. 

 

The functions of this committee are:  to provide faculty review of faculty grievances (see section 2.14) 

and to consider appeals in the promotion and tenure process when the provost does not concur with a 

positive recommendation from the University Committee on Promotion and Tenure (see section 

2.8.5.2).   

 

The Faculty Review Committee reports annually to the Faculty Senate cabinet on the number of cases 

handled, their disposition, and on the effectiveness of the review process. 

 

Separate grievance procedures have been established for administrative and professional faculty and 

for special research faculty.  See the relevant sections of the appropriate faculty handbook for a 

description of the appeal process. 

 

 

 

1.7.3 Committee on Faculty Ethics 

 

Purpose:  The Committee on Faculty Ethics (CFE) receives and considers charges of violations of 

faculty ethics that abrogate the principles of ethical behavior set forward in section 2.7.  The CFE also 

acts to promote knowledge of and adherence to the principles of ethical behavior. 

 

The CFE is not intended to be used to seek remedies such as monetary damages.  The CFE will not act 

when legal, mediation, or other proceedings have been initiated or are ongoing by complainants that 

render the CFE's pursuit of an investigation redundant or disruptive.  The CFE will not act on matters 

that have been or should be referred for investigation and action to an administrative officer, 

supervisor, or another appropriately charged committee in accordance with university policies and 

procedures.  Complaints concerning personnel actions taken by a supervisor are to be handled by the 

applicable grievance procedure.  If ethical issues arise from, or remain unresolved following such 

proceedings, the CFE will be available to receive or consider charges of violations of the principles in 

section 2.7 of the Faculty Handbook. 

 

Composition:  The Committee on Faculty Ethics is composed of one faculty member from each 

college, one from the library faculty and one from the extension faculty with continued appointment.  

The president of the Faculty Senate with the advice of the senate cabinet appoints committee 

members.  All committee members must have tenure or continued appointment.  The senate 
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president designates one committee member to serve as chair.  Voting members of the CFE serve a 

two-year appointment and are limited to serving two consecutive terms.  A quorum of the CFE 

consists of two-thirds of the appointed members. 

 

While the Committee on Faculty Ethics is not a legal body, conflicts of interest may affect members’ 

judgment on a given case.  All members of the CFE must disclose any potential conflicts of interest 

with regard to cases that come before the CFE.  Decisions concerning recusal will be made by the 

individual member in consultation with the committee as a whole.  In the event of a conflict of interest 

concerning the chair of the Committee on Faculty Ethics, the chair will step down from that position 

during the course of any discussion or investigation of that case.  In such a situation, the president of 

the Faculty Senate will appoint an interim chair from within the current CFE membership.  Decisions 

with regard to the chair’s recusal from the committee itself will be made in consultation with the 

committee and the Faculty Senate president. 

 

When the allegation is against an administrative or professional (A/P) faculty member without tenure 

or continued appointment, a special panel of five administrative or professional faculty members shall 

be selected to review the charges and hear the case, if appropriate.  The chair of the Commission on 

Administrative and Professional Faculty Affairs (CAPFA) will choose panel members from among the 

A/P faculty at large.  The CAPFA chair may invite an experienced member of the CFE to serve as a 

non-voting member of the panel.  All potential members will disclose possible conflicts of interest 

concerning their participation in the case. 

 

Procedures:  Anyone may bring incidents to the CFE by writing to the chair of the CFE.  The CFE will 

decide if a violation may have occurred and may conduct investigations, as it deems appropriate.  The 

CFE will inform those involved of its findings and the processes and rationale by which the findings 

were formulated as described in the CFE operating procedures.  When it is determined that a breach of 

faculty ethics has occurred, the CFE's findings along with its recommendations, will be reported to 

appropriate administrative personnel including, when appropriate, the Faculty Senate president.  Strict 

confidentiality will be maintained.  The CFE operating procedures are available on the Virginia Tech 

governance website www.governance.vt.edu. 

 

The CFE chair will provide a summary of its activities to the Faculty Senate annually. 
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1.8 Other Governance Organizations 

 

1.8.1 College Faculty Associations 

 

The faculties are formally organized as faculty associations in the colleges of Agriculture and Life 

Sciences, Architecture and Urban Studies, Engineering, Liberal Arts and Human Sciences, Natural 

Resources, Science, and Veterinary Medicine, as well as in the University Libraries and in the Virginia 

Cooperative Extension division.  These associations have constitutions that designate the purposes of 

the association, membership, officers, election procedures, standing committees and their duties, and 

other organizational and procedural matters.  The Pamplin College of Business vests similar rights and 

responsibilities on its faculty members through a less formal structure. 

 

 

 

1.8.2 Staff Senate 

 

The purpose of the Staff Senate is to create an effective staff organization that can enter into 

partnership for shared responsibility and cooperative action between the staff, faculty, administration, 

and students in order to promote the general welfare of the university. 

 

 

 

1.8.3 Student Government Association 

 

The Student Government Association (SGA) is the official representative body for undergraduate 

students.  Popular elections for officers and senators of SGA are held annually each spring.  Senators 

are elected within academic colleges to represent proportionate enrollment in each respective college. 

The student senate and house make up the legislative branch of the SGA.  The representatives to the 

house are elected or appointed by student organizations across campus. 

 

The executive officers, senators, and representatives of the Student Government Association are 

primarily responsible for involving students in the university governance process, particularly in areas 

concerning student life. 

 

The Executive Committee of the SGA consists of the president, vice president, secretary, treasurer, 

speaker of the house, chief of staff, and president pro tem of the senate.  The Executive Committee 

implements legislation, performs strategic planning for the entire organization, and executes SGA-

sponsored student programs. The president, vice president, and other appointed executive officers of 

the SGA are members of the University Council. 
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Regulations with respect to students are contained in the undergraduate student handbook, University 

Policies for Student Life, which is available at www.judicial.vt.edu. 

 

 

 

1.8.4 Graduate Student Assembly 

 

The Graduate Student Assembly (GSA) is the representative body for graduate students.  The 

graduate students of each department offering graduate work elect two members of the assembly.  

Members of the GSA are elected to serve on University Council, commissions, and committees. 
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2.16 Leaves 

 

Several kinds of approved leave, with or without salary, are available to faculty members as described 

in this section.  Unapproved absence from assigned duties, which is not covered by an approved or 

earned leave, is subject to subsequent payroll adjustment to compensate for the absence. 

 

When faculty members are absent during the academic year to attend meetings or consult about 

research funding, etc., and when these absences take fewer than five days, the department head or 

chair is expected to be the principal approving officer and is responsible for ensuring the adequate 

coverage of the duties of the absent colleague.  An absence of up to two weeks can be managed 

entirely within the college and requires the approval of the department head or chair and the dean.  

But, absences beyond two weeks must be forwarded through the department head or chair and dean 

to the Office of the Senior Vice President and Provost for review and approval.  In the Office of the 

Senior Vice President and Provost, a determination will be made about the necessity of a leave of 

absence or a change of duty station. 

 

 

 

2.16.1 Educational Leave 

 

Leaves of absence on partial salary (not to exceed one-half salary) may be granted to faculty 

members for educational purposes.  Such leaves are granted for formal educational advancement 

ordinarily leading to an advanced degree from another institution, which will be of demonstrable 

benefit to the university and to the faculty member. 

 

The leave will be granted only if satisfactory arrangements can be made for effective continuation of 

the relevant program.  It must be noted that only that fraction of a position not supported by the 

partial salary of the leave is available for the appointment of a replacement faculty member during the 

period of the leave.  Educational leaves ordinarily are granted for periods of one year or less.  If the 

program of study is completed, or if the faculty member ceases active participation in that program, 

before the ending date of the approved leave, the faculty member shall immediately return to full 

employment or resign employment.  Application should be made to the provost on recommendation of 

the department head or chair and dean by November 1 for leaves in the following academic year. 

 

On approval of educational leave with partial pay, the faculty member must sign a "Memorandum of 

Agreement," which obligates the faculty member to return to full employment in the university for a 

period twice the time of the approved leave or to repay the university the salary received plus 

interest.  If a leave recipient returns to the university, but resigns before completing that obligation, 

the salary repayment will be prorated. 
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Policies governing advanced study at Virginia Tech without leave are covered in section 2.15.  

 

 

 

2.16.2 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.  Although the purposes of a study-research leave are distinct from those of an educational 

leave, both are subject to the statute outlined in Educational Aid for State Employees. 

 

Tenured faculty members, or faculty members on continued appointment, with the rank of assistant 

professor or higher, holding full-time faculty appointments and having accrued a minimum of six years 

service, are eligible to request study-research leaves.  Following such a leave, an additional six years 

service is necessary before a faculty member may be considered for another research assignment or 

study-research leave. 

 

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 will be 

provided with partial salary (not to exceed one-half salary).  Full employee benefits will remain in 

force while faculty members are on study-research leaves.  Calendar year faculty on study-research 

assignment earn annual leave at a rate of half their normal annual leave earnings.  (Academic year 

faculty do not earn annual leave.)    

 

Instead of a proposal for a 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 totally 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 will accrue toward the six-year minimum service 

required before consideration of a proposal for another study-research leave or sequence of leaves. 

 

Alternatively, following completion of any study-research leave, 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.  They may also obtain additional 
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funds from external sources to cover expenses for travel, research, secretarial assistance, and the 

purchase of relevant materials.  Engagement in consulting activities shall be consonant with existing 

university policy. 

 

Requests for study-research leave to be taken in the following academic year should be submitted to 

the department head or chair by November 1 for consideration by the board of visitors.  Requests will 

be sent subject to recommendation of the department head or chair, dean, and the provost, with the 

same recognition of the need for effective continuation of the department’s program as in the case of 

educational leaves.  Specific due dates are established annually by the Office of the Senior Vice 

President and Provost. 

 

Study-research leave is granted with the expectation that the increased competence of the recipient 

will redound to the benefit of the university.  The faculty member must, therefore, return to full-time 

service with the university for a minimum of at least one academic year at the end of the approved 

leave or to repay 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.  The faculty member, before undertaking the leave, must sign a 

“Memorandum of Agreement” to this effect. 

 

A letter summarizing the accomplishments of the faculty member while on study-research leave will 

be sent to the provost within 60 days of return to full-time status. 

 

 

 

2.16.3 Research Assignment 

 

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

academic faculty member 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 yearlong study-research leave. 

 

Tenured faculty members, or faculty members on continued appointment, with the rank of assistant 

professor or higher, holding full-time faculty appointments and having accrued a minimum of six years 

service, are eligible to request research assignment leaves.  Following such a leave, an additional six 

years service is necessary before a faculty member may be considered for another research 

assignment or study-research leave. 
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Full salary will be provided to recipients of research assignments.  Faculty members will take on no 

responsibilities for additional outside income except as provided in compliance with the university’s 

consulting policy. 

 

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

for one semester.  A secondary privilege is that the assignment may be carried out at any location 

approved by the dean, although research programs that require facilities, library resources, or 

collaborations not available at the university will be given special consideration. 

 

An application for research assignment should be 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 should be 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 department head or chair will review the application 

and forward it with a recommendation to the college dean by mid-November indicating the provisions 

that will be made to accommodate the faculty member’s teaching and advising responsibilities.  The 

dean is expected to weigh fiscal and academic load considerations to assure an equitable distribution 

of the awards.  The dean will forward research assignment requests to the provost by mid-December.  

The provost will review the recommendations, communicate with the deans, and announce the results 

to each candidate, following approval by the board of visitors.  Specific due dates for each stage of the 

process are established annually by the Office of the Senior Vice President and Provost. 

 

Research assignment is granted with the expectation that the increased competence of the recipient 

will redound to the benefit of the university.  The faculty member must, therefore, 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, repayment is required of the pro rata portion 

of the compensation provided by the university during the leave period.  The faculty member, before 

undertaking the leave, must sign a “Memorandum of Agreement” to this effect. 

 

A letter summarizing the accomplishments of the faculty member while on research assignment will be 

sent to the provost within 60 days of return to full-time status. 

 

The Office of the Senior Vice President and Provost will submit an annual report to the Commission on 

Faculty Affairs regarding the number of research assignments granted by each college. 
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2.16.4 Military Leave 

 

Military leave is available to all faculty members, including those on restricted, wage, or adjunct 

appointments.  Faculty members are eligible for leave with pay for up to three weeks in a federal fiscal 

year (October 1 through September 30) for military duty, including training, if they are members of 

any reserve component of the Armed Forces or the National Guard.  Three weeks of paid military 

leave is the maximum allowable for one tour of duty, even when that tour encompasses more than 

one federal fiscal year.  Employees may use accrued annual leave to continue their pay while on 

military leave.  Employees will be granted unconditional leave without pay for the duty indicated in 

their military orders that is not covered by military leave with pay. 

 

To qualify for military leave, faculty members must furnish their department head or chair and Human 

Resources with copies of their orders or other documentation. 

 

Employees will be reinstated to their previous positions or to positions comparable to their previous 

positions provided that certain conditions are met.  Requests for reinstatement must be made to 

Human Resources and should state that the individual is seeking reinstatement to employment upon 

return from military service.  If the military leave was for a period of 31 to 180 days, the employee 

must apply for reinstatement within 14 days of discharge.  If the military leave was for a period of 181 

days or more, the employee must apply for reinstatement within 90 days of discharge. 

 

Contact Human Resources for a full description of military leave benefits and conditions, and guidance 

on all requests for military leave and/or reinstatement. 

 

 

 

2.16.5 Administrative Leave 

 

If a faculty member is called for jury duty, subpoenaed, or summonsed to appear in court, this 

absence may be charged to administrative leave, except when he or she is a defendant in a criminal 

case.  This leave should be requested before it is taken.  Any time spent in court as a defendant in a 

criminal case must be charged to annual leave, overtime leave, compensatory leave, or leave without 

pay. 

 

Faculty members will receive full pay for administrative leave, provided a copy of the subpoena or 

other supporting document accompanies the leave report. 

 

Administrative leave with pay will not be granted for more time than is actually required for the 

purpose for which it is taken.  Any additional administrative leave time taken on the same day must 
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be charged to leave without pay or appropriate leave balances and reported on the monthly leave 

report. 

 

Faculty members will be granted administrative leave to attend work-related hearings as a witness 

under subpoena or regarding a personal claim. 

 

Administrative leave may be used when called to serve on councils, commissions, boards, or 

committees of the commonwealth. 

 

 

 

2.16.6 Annual Leave 

 

Faculty members on academic year appointments do not earn or accrue annual leave.  Faculty 

members on calendar year appointments earn two days (16 hours) of annual leave credit per month in 

accordance with leave regulations; after 20 years of continuous employment by the commonwealth, 

18 hours of annual leave are earned per month.  Calendar year faculty are expected to record the 

appropriate leave type on the monthly leave report if they do not work during the academic breaks.  

Use of annual leave requires the advance approval of the department head/chair or supervisor. 

 

Faculty members on calendar year appointments, who are on regular appointment, may carry forward 

accrued annual leave to a maximum of 36 days (288 hours) at the beginning of each calendar year or 

may be paid up to the maximum on termination of employment.  After 20 years of service, the 

maximum accrued leave carried forward or paid upon separation becomes 42 days (336 hours).  

  

Annual leave must have been credited before it is used. Holidays observed by university faculty 

members are New Year’s Day, Martin Luther King Jr. Day, Memorial Day, Independence Day, 

Thanksgiving Day and the day following, Christmas Day, and other holidays that may be designated 

by the governor.  If faculty members work on these days, they may take compensatory days off later, 

but compensatory days do not accrue as earned annual leave. 

 

Faculty members with accrued annual leave who temporarily change their status (for example, going 

on leave without pay or changing to a part-time appointment for a short period of time) should 

contact Human Resources to discuss their options and indicate their preference for either payout of 

their leave balance or retention of their leave balance until they resume full-time status.  Calendar 

year faculty on study-research assignment earn annual leave at a rate of half their normal annual 

leave earnings. 
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2.16.7 Sick Leave 

 

Faculty members in regular salaried positions are ordinarily eligible for limited sick leave at full pay 

under a policy approved by the board of visitors in July 1981.  Under this policy, eligible faculty 

members have immediate protection of 26 weeks of sick leave.  On return from sick leave, reaccrual 

to a maximum of 26 weeks takes place at the rate of one week of sick leave for each two weeks of 

full-time work.  Isolated minor illnesses extending over a maximum of 10 days may be handled at the 

department level with the cooperation of faculty colleagues for the covering of necessary duties.  Sick 

leave must be recorded for absences exceeding 10 days in duration.  Faculty members are strongly 

encouraged to record use of sick leave, even when in increments of less than 10 days.  Ability to 

document the onset of illness can provide critical financial protection for faculty members ultimately 

needing long-term disability.  Provision is made for prorated sick leave when partial resumption of 

duties can be undertaken.  However, reaccural does not begin until full-time service resumes.  Faculty 

members whose appointments began on or after September 1, 1981, are subject to this policy. 

 

Faculty members whose appointments began before September 1, 1981, had the option to be subject 

to the above policy or to continue coverage under the previously existing sick leave policy.  Under that 

policy, sick leave is accrued at the rate of 15 days (120 hours) per calendar year with no maximum 

accrued limitation.  Sick leave credit is not given for service of less than one-half month; leave cannot 

be granted before it is earned.  All faculty members on restricted appointment have coverage under 

this previously existing sick-leave policy. 

 

Faculty members in full-time restricted salary positions receive ten hours per month of sick leave.  

Faculty on part-time restricted appointments earn sick leave based on their percentage of 

employment. 

 

In 1999, state employees in regular or restricted positions, who were participants under the Virginia 

Retirement System (VRS), could choose to enroll in the Virginia Sickness and Disability Program 

(VSDP).  VSDP provides employees with a minimum of 64 hours of sick leave and 32 hours of 

family/personal leave annually.  These hours are reinstated each year, but do not carry over.  In 

addition, VSDP provides salary continuation during periods of short-term disability up to six months 

and long-term disability to age 65 or later depending on age at the time of disability. 

 

The sick leave plans do not provide for compensation for unused sick leave upon termination. 

 

Under all policies, sick leave may be used for illness, accidents, and pregnancy-related conditions.  

Faculty under the first two plans may use sick leave for family emergencies.  (For more information on 

leave for family emergencies and pregnancy-related conditions, see sections on the Family Medical 

Leave Act and family leave.)   The university may require certification of the medical necessity of the 
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period of absence from work due to illness, accident, or pregnancy-related condition.  Certification, 

when required, may be requested from the attending physician and/or a physician designated by the 

university. 

 

Faculty on academic year appointments are not covered during the period of a summer appointment 

under any sick leave policy. 

 

Faculty positions are not released for replacement purposes because of sick leave; authorization by 

the dean is necessary when replacement is needed. 

 

Full details of all sick leave policies and procedures, including eligibility, are available from Human 

Resources. 

 

 

 

2.16.8 Family Leave 

 

The university recognizes that faculty members have family responsibilities that may, from time to 

time, make extraordinary claims on their time, making it difficult to carry out fully their 

responsibilities.  Department heads or chairs, deans, and other supervisory personnel are urged to be 

as flexible as possible within existing university policy in responding to the need for leave or 

temporary adjustment of duties for family-related reasons. 

 

Paid sick leave is available for pregnancy-related medical conditions, childbirth, and recovery.  The 

length of time charged to sick leave varies and is based on the recommendation of a physician.  Sick 

leave may also be used for family emergencies.  Leave for this purpose is restricted to a total of 10 

days (80 hours) during a calendar year for absence necessitated by the serious illness or death of a 

family member or any individual residing in the same household.  Use of such leave must be recorded 

through the regular leave reporting system so that total usage during the period can be monitored.  

Restricted faculty may use 80 hours of their earned sick leave or annual leave for these purposes. 

 

 

 

2.16.8.1 Family Medical Leave Act (FMLA) 

 

Federal law (Family Medical Leave Act) guarantees employees a minimum period of 12 workweeks of 

leave during a year for family care if they have been employed at Virginia Tech for at least 12 months 

and if they have worked at least 1,250 hours during the previous 12 months.  The time frame for 

calculating a year will be measured forward from the date the employee is approved for FMLA.  
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Accrued sick and annual leave may be used, as appropriate; the use of paid leave should be 

concurrent with the approved FMLA period (i.e., run concurrently).  The remainder of the 12-

workweek leave period shall be leave without pay.  The faculty member may request a longer period 

of leave without pay as suggested in the following section, which requires approval of the department 

head or chair, dean or vice president, and senior administrator.  Adjunct faculty are eligible for unpaid 

leave under FMLA if they meet the same minimum employment requirements. 

 

Eligible faculty will be granted unpaid family or medical leave for one or more of the following:  birth 

of a child; placement of a child with the faculty member for adoption or foster care; the care of an 

immediate family member (child, spouse, parent) who has a serious health condition; or a serious 

health condition that makes the faculty member unable to perform the function of his or her position.  

Prior to leave approval, the department head or chair may require documentation of the health 

condition necessitating care of a family member by the employee or the employee’s own health 

condition. 

 

The period of up to 12 workweeks of family leave for purposes of birth or adoption may be taken 

intermittently or on a reduced schedule if the faculty member and department head or chair agree and 

it does not create an undue hardship on the program or project.  In the case of medical leave because 

of a faculty illness or illness of a family member, leave may be taken intermittently or on a reduced 

schedule when medically necessary.  The department head or chair may require documentation of 

such medical necessity.  The department head or chair may reassign responsibilities or transfer the 

faculty member to another position with the same salary in order to accommodate the intermittent or 

reduced leave schedule. 

 

On return from leave, the faculty member will return to the same position or an equivalent position 

with the same benefits and salary at the time leave was taken.  There is no accrual of additional sick 

or annual leave during the leave without pay period taken, or service toward the minimum six-year 

requirement for consideration for research-study leave.  However, if the requested amount of leave 

extends beyond the term of appointment of a restricted faculty member or wage/adjunct employee 

and reappointment is not anticipated, the department head or chair is not required to maintain the 

position of the faculty member on leave beyond the original termination date.  The request for family 

or medical leave shall not constitute sufficient reason for non-reappointment, termination, or other 

retaliatory action. 

 

Eligibility for family leave for the purpose of birth or adoption expires at the end of the 12-month 

period beginning on the date of birth or placement.  The faculty member will give the department 

head or chair at least 30 days notice regardless of reason, whenever practicable.   If leave is 

requested for care of a family member, documentation of the serious health condition necessitating 

care by the faculty member may be required. 
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Benefits will be continued for full-time employees in accordance with state personnel policies and the 

Federal Family and Medical Leave Act of 1993.  For detailed information on which benefits will be 

continued for what period, faculty members should contact Human Resources. 

 

The procedures for requesting FMLA are available at Human Resources.  Unlike some other leave 

types, the employee and medical professionals must complete specific forms. 

 

 

 

2.16.8.2 Additional Faculty Leave Benefits for Faculty on Regular, Salaried Appointments 

 

University policy provides family leave benefits greater than the minimum guarantees set forth in the 

FMLA for faculty on regular, salaried  (non-restricted) appointments.  In addition to any paid sick leave 

used for pregnancy, childbirth, and recovery, up to 10 days of paid family leave may be used by either 

parent at the birth of a child or at the time of adoption.  (If both parents are eligible Tech faculty 

members, then both may request and receive 10 days of leave.)  This leave is also available to those 

faculty under Virginia Sickness and Disability Program (VSDP).  Use of such leave must be recorded 

through the regular leave reporting system so that total usage during the period can be monitored.  

Calendar year faculty may use annual leave to extend the paid leave period for childbirth, adoption, or 

family care. 

 

Faculty members on regular, salaried appointments wishing or requiring an extended period of time 

for child or family care may be granted leave without pay for up to one year (academic year or 

calendar year depending on type of appointment) thereby guaranteeing their job during the period of 

leave.  A second year of leave without pay may be requested and approved in unusual cases.  (See 

section 2.16.10 for terms and conditions of leave without pay.)  Sick leave and accrued annual leave if 

appropriate and applicable may be used prior to leave without pay.   

 

It is in the university’s interest to help employees combine new parenthood (or other temporary 

extraordinary family obligations) and employment when possible and preferred by the faculty member 

over a full leave from the university.  Regular faculty members who find that they cannot carry on 

their normal university duties in the usual manner and fulfill their family obligations at the same time 

may request consideration for part-time employment at proportional pay.  Assigned responsibilities for 

a part-time load may vary depending on the needs of both the individual and department.  

Expectations for teaching, research, service and committee assignments should be discussed in 

advance with the head or supervisor.  The department head or chair may require the faculty member 

to be assigned different responsibilities or transferred to another position at the same salary in order 

to accommodate the intermittent leave or reduced schedule. 
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Probationary faculty moving to part-time status for the purposes of child or family care will receive an 

extension of the mandatory tenure review date, consistent with section 2.8.2.  

 

Department heads/chairs and supervisors should be sensitive and responsive where possible in 

establishing work hours, course and committee scheduling, and other aspects of employment for 

faculty members who are new parents or who are experiencing temporary extraordinary family 

obligations. 

 

A one-year probationary period extension shall be automatically granted to either parent (or both, if 

both parents are tenure-track faculty members) in recognition of the demands of caring for a newborn 

child or a child under five newly placed for adoption or foster care.  The request should be made within 

a year of the child’s arrival in the family. 

 

An extension of the probationary period may also be approved on a discretionary basis for other 

extenuating non-professional circumstances that have had a significant impact on the faculty 

member’s productivity, such as a serious personal illness or major illness of a member of the 

immediate family.  (See section 2.8.2.1.) 

 

 

 

2.16.9 Modified Duties 

 

The university recognizes the need for all tenured and tenure-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 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/her department head or chair as soon as 

possible about the need for modified duties in order to ensure the maximum amount of time for 
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planning. A department chair, in conjunction with the relevant dean, 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.  Final decisions 

about the nature of the modified duties are the responsibility of the department head or chair in 

consultation with the dean. 

 

Some individual circumstances cannot be adequately addressed by the provisions of this policy.  Sick 

leave (including disability), leave without pay, or permanent reduction in appointment to part-time 

status may be options that must be considered 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 

department and a function of the university’s program of study-research leaves. 

 

Extension of the probationary period (see section 2.8.2.1) is available for those faculty members on 

tenure-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 tenure 

probationary period. 

 

Eligibility:  Modified duties may be requested by any faculty member in a full-time tenured or tenure-

track appointment (or continued appointment track) 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.   

 

Guidelines:  The period of modified duties will be 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. 

 



Faculty Handbook, section 2.0, page 120 May 2009 

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 will not normally be 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/chair and the dean’s office.  The 

duties can be department-based or college-based, or a combination thereof. 

 

Subject to available funding, the Office of the Senior Vice President and Provost will provide 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 colleges is strongly encouraged, and should be noted in the request. 

 

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

or chair does not support the request, the reasons for denial shall be provided in writing, and the 

request automatically forwarded to the dean for further review.  The provost will provide a summary 

of activity annually to the academic affairs committee of the board of visitors. 

 

 

 

2.16.10 Leave Without Pay 

 

Faculty members wishing to take leave from their duties without salary may request such leave from 

the provost on the recommendation of the department head or chair and the dean.  The period of 

requested leave shall not exceed two years.  The request shall be made with sufficient notice to allow 

time to secure a qualified replacement.  The request shall include the reason for the leave, whether for 

personal reasons or because of opportunity for further professional development.  (See also section 

2.8.2.1.) 

 

When approval of a leave is granted, a date is specified by which any request for extension of the 

leave or notification of intent not to return to the university at the conclusion of the leave must be 

received.  The granting of the leave or of any extension will be dependent on the interests of the 

university and those of the faculty member.  Consult with Human Resources to determine those 

benefits that may be purchased. 
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2.16.11 Special Leave 

 

Occasionally institutions or governments request a faculty member with unusual professional 

competencies to visit for a period long enough to require special approval (i.e., more than two weeks).  

When such absences require salary payment by university general funds, either in full or in part, the 

provost on recommendation by the department head or chair and dean must grant approval.  Such 

authorization will not be granted for longer than one semester.  It is expected that the host institution 

or government will make significant contribution to the cost of the visit. 

 

 

 

2.16.12 Disaster Relief Leave 

 

Department heads or chairs may grant faculty with release time when they are formally called to 

provide disaster relief services because of their specialized skill or training.  Release time for faculty is 

not recorded in the leave system.  For audit purposes, record of time off should be noted in the faculty 

member’s departmental file, along with the written request. 

 

 

 

2.16.13 Leave Report 

 

The university leave and work report is to be used to report all types of leave by all salaried faculty 

and staff employees.  A summary of leave policies and detailed procedures to complete the report 

may be found on the Human Resources website at www.hr.vt.edu. 

 

 

 

2.17 Consulting and Conflict of Interests 

 

2.17.1 Consulting Activities and Outside Employment 

 

Faculty members are often called on to assist outside agencies and individuals about matters within 

their area of professional competence during periods in which the university employs them.  

Consulting arrangements may be entered into by faculty members, provided that:  such advice is not 

part of their normal responsibility to the university and is not normally provided through Virginia 

Cooperative Extension, outreach programs, or other component of the university; the work 

undertaken contributes to their professional development; the work can be accomplished without 

interference with their assigned duties and does not ordinarily involve more than one day per week 
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and does not exceed five days in any five-week period; university resources and facilities are not 

involved (except as described below in the use of university facilities policy); and written approval in 

advance is obtained from the faculty member’s department head or chair. 

 

The university recognizes that consulting work enhances the professional development of faculty 

members and provides channels for communication and outreach not otherwise available.  Hence, 

reasonable participation in consulting is encouraged. Usually, consulting work should involve advisory 

services based on a faculty member's store of knowledge and experience in contrast to programs of 

research, development, or testing, which may interfere with the performance of the faculty member's 

duties or conflict with university interests.    

 

Paid consulting by faculty members is not permitted for work done for a group within the university 

except for non-credit instruction in the Division of Continuing and Professional Education.  (See policy 

on non-credit instruction in section 2.17.4.)  For example, if a faculty member advises or assists the 

principal investigator on a grant, there shall be no pay for the services.  Such consulting is considered 

part of the normal duties of faculty members.  

 

Consulting agreements may be negotiated by the individual faculty member and the sponsoring 

organization, not involving university participation in any way, or they may be negotiated as part of a 

technical assistance agreement through the university.  The Technical Assistance Program was created 

as part of the university’s outreach mission in order to respond to requests from business and industry 

for the application of knowledge to a specific process-related or technical situation.  Proposals for 

technical assistance are small scale (generally less than $25,000), short-term, require a rapid 

response, and do not involve the generation of new knowledge or the development of intellectual 

property. (Projects involving the generation of knowledge and/or faculty buyouts must be handled as 

sponsored projects.)  Contracts for technical assistance are negotiated and administered by the 

Division of Continuing and Professional Education.  Technical assistance contracts typically identify the 

faculty member who will provide the needed expertise, the amount of time to be devoted to the 

project, the scope and estimated cost of the work, timelines for the consulting or project, and any 

required deliverables.  Payment to the faculty member for such consulting is negotiable and provided 

through university payroll.  Faculty earnings for technical assistance agreements must be within the 

overall limitation of 33 1/3 percent of annual income during the academic year for nine-month faculty 

members; summer earnings from all university sources are also capped at an additional 33 1/3 

percent for academic year (AY) faculty members.  Faculty members on calendar year appointments 

may earn 33 1/3 percent of annual income during the fiscal year.  The earnings limitation is for 

payments from all university sources, including approved non-credit continuing education activities.  

Similarly, total time involved in technical assistance, other approved consulting, and non-credit 

teaching must be within the constraints of this policy.  For further information on technical assistance 

agreements, please contact the Division of Continuing and Professional Education.  Completion and 
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approval by the department head or chair and dean of a technical assistance agreement substitutes 

for approval of a Request to Engage in External Activity Form 13010A usually required for approval of 

consulting. 

 

When a faculty member testifies as an expert witness, the following conditions are to apply.  A 

disclaimer is given in court indicating that the faculty member is speaking as a professional and not as 

a representative of the university; when a faculty member is under subpoena, the university civil 

leave policies apply; and a faculty member may not testify in civil suits involving the Commonwealth 

of Virginia, except under subpoena. 

 

Virginia Cooperative Extension employees should also be aware of specific policies covering faculty 

having federal appointments (these appear below in section 2.17.2).  

 

Faculty members are subject to the Virginia Conflict of Interests Act, which prohibits self-dealing and 

other forms of conflict of interest (more information on this appears below in section 2.17.3). 

 

Faculty members intending to do consulting work should also read the policy on use of university 

facilities.  Except under the provisions specified in that policy, faculty members are not allowed to use 

university resources in conjunction with consulting or otherwise for private gain.  This includes the 

parallel use of university facilities associated with consulting activities; i.e., when a faculty member is 

engaged in authorized consulting activities, the consulting employer may not enter into an agreement 

to use university resources for any purpose related to the consulting activity.  Instead, when 

significant resources of the university are required, the employer may request that an agreement, 

grant, or contract be drawn with the university that provides the necessary services, including Human 

Resources.  The faculty members then carry out duties attendant on the agreement as part of their 

assigned university duties. 

 

Because library facilities are made available to the public, their use in consulting is not regarded as 

being in contravention of this policy.  In any faculty consulting arrangement, it is understood that the 

name of the university will be used neither in connection with any product or service developed as a 

result of such consulting nor in any connection arising out of the arrangement. 

 

Because of the university’s land-grant mission, it may be in the best interest of the university to 

impose some additional restrictions on the consulting activity of the faculty of one or more of the 

colleges.  Therefore, an academic dean, after consulting with his or her faculty, may recommend to 

the provost that the faculty of that college need to satisfy additional requirements for consulting 

approval.  The provost, after consulting with the Commission on Faculty Affairs, and with the approval 

of the president and the board of visitors, may require that the faculty of the affected college satisfy 

such additional requirements. 



Faculty Handbook, section 2.0, page 124 May 2009 

Regulation of faculty consulting so that a reasonable level is maintained and normal duties are not 

neglected is a responsibility of the department heads or chairs and other relevant administrative 

officers of the university. 

 

To protect the faculty member from possible criticism regarding conflicts of interest, a request for 

approval of consulting must be approved by the head or chair, dean, and provost.  Notice of such 

approval will be given by return to the faculty member of a copy of the approved consulting request 

form.  (See policy 13010, “Faculty Conflicts of Interest and Commitment,” and related reporting forms 

available on the provost’s website.)   Further information on the conflict of interest policy appears 

below. 

 

The department head or chair and dean shall annually review the consulting activity for the prior year 

as reported on the annual faculty activity reports to ensure compliance with the reporting and 

approval requirements and reasonableness in relation to the faculty member’s assignment.  The dean 

shall submit an annual summary of faculty consulting to the Office of the Senior Vice President and 

Provost to monitor overall activity. 

 

Summer arrangements need not be approved for faculty members holding nine-month appointments 

unless there is concern about conflict of interest or the university employs the faculty member during 

the consulting period.  When the university employs the faculty member in the summer months, 

university and college consulting policies shall apply. 

 

Setting the consulting fee is the prerogative of the faculty member.  Income received for consulting 

work is not considered when faculty members are evaluated for annual merit salary increases. 

Compensation rates, however, should not subject professional people outside the university to unfair 

competition. 

 

Full-time faculty members are not permitted to accept regular outside employment except that 

described under consulting policies. 

 

 

 

2.17.2 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 normal responsibility of faculty members within extension. 
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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 should be 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 normal responsibilities of extension.  (The form is available at 

www.provost.vt.edu.)  Typically, consulting activities do not involve university sponsorship. 

 

The department head, chair, or immediate supervisor shall review the Request to Engage in External 

Activity Form 13010A and either approve or disapprove it.  If approval is granted, the request shall be 

sent to the college dean for approval.  The director of Virginia Cooperative Extension must grant final 

approval.  If disapproval is exercised at any level, the request shall be sent back through the 

department head, chair, or supervisor, to the faculty member along with an explanation for the action. 

 

Decisions will be based upon, but not limited to, the following:  consistency with guidelines stipulated 

in section 2.17.1; whether the area of consulting is found to be within or outside normal extension 

responsibilities; and whether the time required falls within the number of consulting days allowed. 

 

 

 

2.17.3 Conflicts of Interest and Commitment 

 

All faculty members of the university must be committed to conducting themselves in accordance with 

the highest standards of integrity and ethics. This includes identification of the potential for conflicts of 

interest and commitment, and the assurance that participation by faculty in such activities does not 

improperly affect the university.  

 

A conflict of interest occurs when a faculty member is in a position to advance one's own interests or 

that of one's family or others, to the detriment of the university. 

 

A conflict of commitment arises when the external activities of a faculty member are so demanding of 

time, attention, or focus that they interfere with the individual's responsibilities to the university.  

 

The university adopted policy 13010, “Faculty Conflicts of Interest and Commitment,” to guide the 

process of faculty disclosure and approval of involvement with external activities.  The Request to 

Engage in External Activity Form 13010A, the Disclosure of Conflict of Interest/Commitment Form 

13010B, and the Memorandum of Understanding allow for disclosure of involvement with external 
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activities and development of an agreement on how potential conflicts will be managed.  (The forms 

are available at www.provost.vt.edu.)  A document providing guidance to faculty members and to 

administrators responsible for conflict of interest/commitment reporting and review is available on the 

provost’s website at www.provost.vt.edu. 

 

Both state and federal law define conflict of interest and the conditions under which such conflicts may 

be deemed acceptable.  

 

 

 

2.17.3.1 Faculty Commitment to the University 

 

Upon accepting an academic appointment, Virginia Tech faculty members owe their primary 

professional responsibility to the university.  Their primary commitment of time and intellectual 

energies shall be directed toward the learning, discovery, and engagement missions of the university.  

Faculty members have traditionally been allowed wide latitude in defining their professional agendas 

and their degree of involvement in external activities when those activities advance the mission or 

prestige of the university.  However, excessive participation in activities external to the university can 

compromise the performance of the primary responsibilities of the faculty member.  This policy is 

intended to guide involvement in external activities. 

 

 

 

2.17.3.2 Statement of Principles 

 

The university encourages active participation by faculty members in external activities that are 

integral to and/or enhance their professional skills and standing, or which constitute substantive 

outreach and public service activities. 

 

Such activities are usually expected of faculty members to promote academic development, and to 

enrich their contributions to the institution, to their profession, to the state, and to the national and 

world societies we serve.  Additionally, Virginia Tech encourages entrepreneurial activities by faculty, 

recognizing that such activities are critical to promoting economic development and meeting society’s 

needs, provided that participation in those activities is in compliance with federal and state laws and 

policies, the Virginia Tech conflict of interest policy, and these guidelines. 

 

Faculty members should make the fulfillment of their responsibilities to the university the focal point 

of their academic activities.  They are expected to arrange their external activities so that they do not 

impede or compromise their university duties and responsibilities.  Responsibility for ensuring 
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commitment to the university and for reporting activities that might be perceived as compromising 

that commitment rests with each faculty member in consultation with his/her unit administrator 

(typically the department head or chair, or school or center director) and dean.  The primary judgment 

as to whether a faculty member is meeting his/her professional responsibilities to the unit and the 

university rests with the faculty member’s unit.  The counsel of the unit administrator and colleagues, 

or dean, should provide valuable perspectives on faculty commitment. 

 

 

 

2.17.3.3 Procedures to Monitor and Approve Involvement in External Activities  

 

The university recognizes that the balance of external activities varies among individuals, from 

discipline to discipline, and from one type of proposed activity to another.  It will be affected by unit 

goals and changing needs for teaching, research, creative/artistic activities, extension, service, and 

outreach.  Primary duties and responsibilities may vary from year to year for individual faculty 

members.  Undergraduate and graduate enrollment demands, faculty-staffing levels, and changes in 

the nature and scope of outreach, teaching, and research within the unit may affect the primary duties 

and responsibilities of individual faculty.  Therefore, the assessment of academic commitment is best 

performed at the unit level. 

 

Faculty members have a responsibility to communicate to their unit administrator or dean any 

activities that might lead to a conflict of interest or conflict of commitment.  External activities that 

have the potential to be conflicts of interest as defined in policy 13010 and also section 2.17.3.7 must 

be reported on the appropriate forms available on the provost’s website (www.provost.vt.edu) and 

approved in advance.  This includes consulting requests.  The background document at the same Web 

location gives examples of activities that must be reported in advance. 

 

Reporting on external activities that are not inherently a conflict of interest may be done in several 

ways.  For example, a statement of plans and goals in the faculty activities report (FAR) outline 

prospective plans for the upcoming academic or calendar year.  This can serve as an appropriate tool 

for consultation between faculty members and their unit administrator concerning involvement in 

external activities and should lead to recommendations regarding continuance or restriction of some 

external activities. 

 

A statement of plans and goals in the FAR should not be viewed as a static document; rather, they 

should be considered as vital resources for updating and tracking both internal and external activities 

throughout the academic year.  When unplanned requests for participation in external activities are 

recognized as impacting on university duties and responsibilities, they must be reported by the faculty 



Faculty Handbook, section 2.0, page 128 May 2009 

member to the unit administrator, who will assess the activities in light of the current scope of 

activities, duties, and responsibilities of the faculty member. 

 

Faculty members also may choose to write a letter of intent to their unit administrator, to complete 

and submit the Request to Engage in External Activity Form 13010A, or to provide other documents or 

correspondence with regard to participation in external activities. 

 

It is the responsibility of the unit administrator to review and acknowledge communications regarding 

external commitments.  The unit administrator should signify support for the planned activities, or 

should work with the faculty member to establish an appropriate level of commitment.  At the end of 

the year, the FAR documents the faculty member’s accomplishments related to their primary 

university duties and responsibilities as well as their participation in or performance of external 

activities.  It provides an opportunity for the unit administrator and dean to assess whether the faculty 

member’s performance of primary duties has been compromised by excessive participation in external 

activities. 

 

If a faculty member is committed to engaging in an external activity that compromises his/her ability 

to meet university responsibilities, a leave of absence may be appropriate or necessary.  Approval of a 

leave request will depend on the needs of the college and unit and protection of university interests. 

 

When a unit administrator, or dean, observes that a faculty member appears not to be fulfilling his/her 

primary responsibilities to the university, the faculty member will be immediately advised to ensure 

that these responsibilities are adequately met.  Conflicts may be referred to the appeal process 

outlined in policy 13010, including eventual referral to the Committee on Conflicts of Interest and 

Commitment.  Failure to meet primary departmental and university obligations will be handled 

through established university procedures appropriate to the situation (for example, formal reprimand, 

non-reappointment, post-tenure review, or dismissal for cause).  See sections of this handbook for 

relevant appeal processes for such actions. 

 

Nothing in this policy statement shall be interpreted as interfering with the academic freedom of 

faculty members, nor with their primary responsibility to direct their own research. 

 

 

 

2.17.3.4 Compliance with the Virginia Conflict of Interests Act 

 

Title 2.2, chapters 3100 through 3131 of the Code of Virginia contain the "Virginia State and Local 

Government Conflict of Interests Act" to which all public employees are subject.  A prohibited conflict 

of interest arises when a company in which an employee has a personal interest contracts directly or 
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through a subcontract with a state institution of higher education. A personal interest is defined as 

owning more than three percent of the equity in the company or having a commercial arrangement 

worth more than $10,000 annually. 

 

The law exempts certain categories of contracts.  In particular for the purposes of this policy, research 

and development, and commercialization of intellectual property contracts are exempt provided that 

the disclosure and approval requirements of this policy are followed. Typical research and 

development contracts covered by this policy are research agreements through the Office of 

Sponsored Programs and licensing agreements from the university or an affiliated corporation. 

 

Under section 2.1-639.6(C)(6), Code of Virginia, the board of visitors has authority to approve 

contracts between an employee and the university for research and development and 

commercialization of intellectual property. The vice president for research prepares a quarterly report 

of all contracts that have been approved between an employee and the university for research and 

development and commercialization of intellectual property as allowed by state law.  The report is 

forwarded to the Office of the President and submitted for review to board of visitors. 

 

An employee may be exempt from the prohibition of the current law if:  the employee's personal 

interest has been disclosed to and approved by the state institution of higher education prior to the 

time that the contract is entered into; the employee promptly files a disclosure statement pursuant to 

section §2-1-639.15 (state form required) and thereafter files such statement annually on or before 

January 15; and the institution has established a formal policy regarding such contracts, approved by 

the State Council of Higher Education for Virginia. 

 

The process of approval and appeal is fully delineated in policy 13010, “Faculty Conflicts of Interest 

and Commitment.” 

 

 

 

2.17.3.5 Compliance with Federal Conflict of Interests Guidelines 

 

The university's policy and procedure on conflict of interest requires additional restrictions in 

compliance with federal guidelines for grantee institutions of 50 employees or more, which includes 

Virginia Tech. These guidelines meet the requirements of the Virginia code for research and 

development contracts. These conflict of interest procedures are in addition to and not in lieu of any 

obligations and/or restrictions contained in the State and Local Conflict of Interests Act, 2.1-639.1, 

Code of Virginia. 
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2.17.3.6 Definitions 

  

An investigator means the principal investigator, co-principal investigators, and any other person at 

the university who is responsible for the design, conduct, or reporting of research or educational 

activities. 

 

A personal interest is defined as interests valued at greater than $5,000 or representing more than 

three percent ownership for any one enterprise or entity when aggregated for the investigator(s) or 

the investigator’s immediate family. 

 

Immediate family means a spouse and any other person who is a dependent of the employee or of 

whom the employee is a dependent. 

 

Interest includes anything of monetary value such as:  a financial investment in the research or other 

sponsored project (including ownership of stock, stock options, or equity, debt, security, or capital 

holding in any business enterprise including the applicant who owns patents, marketing, or 

manufacturing rights for a product or competing product likely to result from the research or other 

sponsored project); salary, remuneration, or financial consideration for services as an employee, 

consultant, officer, or board member of such business; or other significant financial interest of the 

investigator that could affect the research results. 

 

Interest does not include salary, royalties, or other remuneration from the university.  

 

Mixed Funding:  The federal government and other organizations may fund projects for which they 

have a commercial interest in the research results.  Such mixed-funded projects are acceptable when 

the following conditions are met.  There must be no restrictions, conditions, or limitations regarding 

the federally-funded research.  Any direct payment to the investigator(s) will be considered a personal 

interest and subject to disclosure procedures in policy 13010, “Faculty Conflicts of Interest and 

Commitment,” and guidelines on conflicts of interest and commitment that available on the Web and 

contained in the Faculty Handbook.  Other support received for the same or related projects after the 

receipt of the federal award must be reported to the vice provost for research and the federal agency 

within 30 days. 

 

Mixed-funded projects are subject to all federal disclosure requirements. 
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2.17.3.7 Disclosure of External Activities and Potential Conflict of Interest and/or 

Commitment 

 

Principal investigators, co-principal investigators, and any other person at the university responsible 

for the design, conduct, or reporting of research or educational activities funded or proposed for 

funding must determine if they may have a conflict of interest and/or commitment.  If a conflict of 

interest and/or commitment is identified, the investigator will indicate the conflict on the internal 

approval form and a Request to Engage in External Activity Form 13010A, Disclosure of Conflict of 

Interest/Commitment Form 13010B, and the Memorandum of Understanding, as needed.  Forms are 

available at www.provost.vt.edu.   

 

The investigator should prepare the disclosure forms well in advance of the proposal deadline, so that 

those who must approve the proposal may have adequate time to determine if there is a conflict of 

interest before submission.  If the investigator determines that no conflict of interest exists, he/she 

should check "no" on the proposal internal approval form and forward it for approval.  The review and 

resolution process must be completed before the award is made.  

 

An actual or potential conflict of interest exists when it is determined that a significant financial 

interest could affect the design, conduct, or reporting of activities proposed.  An employee who has a 

personal or family-related financial interest in a business contracting with the university to conduct 

research may not serve as the principal investigator without the department head or chair having 

fiduciary responsibility for the contract.  In addition, other conditions or restrictions that might be 

imposed to manage, reduce, or eliminate actual or potential conflicts of interest include but are not 

limited to:  public disclosure of significant financial interests; monitoring of research by independent 

reviewers; modification of research plan; disqualification from participation in the research affected by 

significant financial interests; divestiture of significant financial interests; delegation of significant 

financial interests to trust; or severance of relationships that create actual or potential conflicts.  

 

The specific plan for dealing with the conflict is negotiated, defined, documented, and approved in the 

Memorandum of Agreement.  The senior vice president and provost gives final approval, following 

review and approval by the department head or chair and dean, or administrators as defined in policy 

3020, “Centers Financial and Administrative Policy and Procedures.” 

 

Conflicts of interest and/or commitment may also occur outside the context of submission of a grant 

or contract.  Faculty members are required to disclose their involvement in external activities 

whenever there is a potential for such a conflict so that it may be assessed and, if determined to be a 

potential conflict, a plan for managing the conflict can be developed. 

 



Faculty Handbook, section 2.0, page 132 May 2009 

Relevant disclosure forms (Request to Engage in External Activity Form 13010A, Disclosure of Conflict 

of Interest/Commitment Form 13010B, or Memorandum of Agreement) must be updated annually or 

at the time new interests are obtained.  Approval of the application expires automatically at the end of 

the fiscal year (June 30th) in which it was issued.  In addition, those with approved contracts with the 

university must complete annually the state-required financial disclosure form by January 15.  These 

statements are submitted to the secretary of the Commonwealth of Virginia. 

 

 

 

2.17.3.8 Appeal Process 

 

In the event that a request for approval of an external activity is not acceptable to the department 

head/chair, or the department head/chair does not accept the faculty member’s judgment that there 

is no conflict of interest and/or commitment, the faculty member will propose a plan of action for 

resolution and resubmit to the department head or chair for approval. If the department head or chair 

agrees, the proposal will continue through the normal approval route. 

 

If permission has not been granted, or the conditions or restrictions to be imposed are not acceptable, 

the faculty member may appeal the case to the dean.  If a satisfactory resolution is not reached by 

appeal to the dean, the faculty member may appeal to the provost who will refer the case to the 

Committee on Conflicts of Interest and Commitment for a recommendation. The senior vice president 

and provost will make a final determination.  If the determination is consonant with the 

recommendation of the Committee on Conflicts of Interest and Commitment, no further appeal is 

possible.  A determination that is not consonant with the committee’s recommendation may be 

appealed to the president for final disposition.  The faculty member and relevant administrators will be 

afforded the opportunity to present their views at each stage of the appeal procedure. 

 

 

 

2.17.3.9 Compliance 

 

Virginia Tech expects its faculty members to comply fully and promptly with policy 13010.  Inaccuracy 

or neglect to report a potential conflict of interest and/or commitment may result from honest error. 

In such cases, the faculty member and the department head or chair should reconcile the situation as 

soon as reasonably possible. 

 

The Office of the Senior Vice President and Provost is responsible for overseeing the implementation of 

the policy and associated procedures. 
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The provost will review all alleged breaches of the disclosure process, including (a) failures to comply 

with such process, whether by virtue of a faculty member's refusal to respond or by his/her 

responding with incomplete or knowingly inaccurate information, (b) failures to remedy conflicts, and 

(c) failures to comply with a prescribed oversight plan.  Such cases will be forwarded to the 

appropriate university unit for investigation if necessary, or to the Committee on Conflicts of Interest 

and Commitment for review and recommendation.  (Allegations involving possible misconduct in 

research will be investigated and handled according to procedures in section 2.7.7.)  The Committee 

on Conflicts of Interest and Commitment will provide the faculty member an explicit opportunity to 

respond to allegations of a breach in the disclosure process, first in writing and then in person if 

appropriate.  Any such written response will be appended to the committee’s report for review by the 

provost.  

 

Instances of deliberate breach of policy—including failure to file a required disclosure form, knowingly 

filing an incomplete, erroneous, or misleading disclosure form, or failure to comply with prescribed 

monitoring procedures—will be adjudicated in accordance with applicable disciplinary policies and 

procedures of the university as described in the Faculty Handbook. 

 

Disciplinary action may include, but is not limited to, removal of the current proposal for submission; a 

ban or restriction on submitting future research proposals, conducting research, or advising graduate 

students; suspension from the university without pay; or dismissal for cause.  The sponsoring agency 

will be notified within 30 calendar days of the issues not resolved related to oversight.  The sponsoring 

agency will also be notified of allegations of non-compliance with the policy. 

 

 

 

2.17.4 Faculty Compensation for Continuing and Professional Education Participation 

 

See section 7.1.7.1 for information regarding the required use of Continuing and Professional 

Education program services and facilities. 

 

 

 

2.17.4.1 Participation in and Compensation for Non-Credit Continuing and Professional 

Education Activities 

 

Faculty members may be eligible for direct payment for non-credit instructional activity in programs of 

the Division of Continuing and Professional Education. 
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All faculty members not supported by educational and general funds of the Virginia Cooperative 

Extension Service, the Division of Continuing and Professional Education, or outreach programs are 

eligible for such payments.  Faculty members supported by such funding whose job descriptions do 

not include activity in non-credit instruction may request approval of their dean or director and the 

provost for participation for payment. 

 

Non-credit teaching for direct pay will be subject to the provisions of the university consulting policy, 

i.e., the total of non-credit teaching and other approved consulting will not ordinarily involve more 

than one day per week and will not exceed five days in any five-week period.  For purposes of 

limitation of consulting, each day in which non-credit instruction is undertaken is counted as one day, 

unless the participation does not exceed one-half day (as defined in 3. below), in which case it is 

counted as one-half day.  Because of the scheduling requirements of certain continuing and 

professional education programs, exceptions to the limitation of five days of consultation in any five-

week period may be approved as long as the maximum of 39 days in the academic year is not 

exceeded. 

 

For direct payment purposes, a day is defined as six contact hours of non-credit instruction; pro rata 

payments will be made for portions of days, usually in units of 1½ hours.  For teleconferences 

involving televised delivery, a day is defined as three contact hours. 

 

To encourage faculty to develop academically innovative programs with significant market potential, 

faculty may request preparation time as part of the program and budget development process.  This 

additional faculty compensation for research and development may not exceed three days for each 

day of instruction. 

 

Research and development time may be associated with two types of programs.  The first type would 

be research and project development undertaken for a specific organization.  As such, the payment of 

the research and project development is assured with the other program services under contract.  The 

second type of program involves those programs offered on a solicitation basis to members of a 

specific audience.  The generation of revenues for faculty research and development are included in 

participant fees.  The actual amount and timing of the faculty payment will depend on program 

success.  The agreement is subject to approval by the department head or chair and director of 

program development. 

 

If research and development initiatives are perceived by a contracting agency or department to be 

more extensive, the college has the option to provide additional compensation to faculty through 

college surplus funds or by buying their time in the summer.  Such additional compensation beyond 

three days for each day of delivery would require the approval of the vice provost for outreach and 
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international affairs and the director of continuing education.  Approval for such payment is required 

through the P14A payment process initiated by the Division of Continuing and Professional Education. 

 

For a particular program, a daily payment rate will be determined by agreement of program faculty in 

the Division of Continuing and Professional Education, the participating faculty member, and the 

faculty member’s department head or chair, subject to the approval of the director of continuing 

education.  Such a negotiated rate may depend on the anticipated enrollment and the budgetary 

constraints of the program. 

 

The provost may set a maximum applicable daily payment rate.  The provost shall advise the 

Commission on Faculty Affairs of any changes in the maximum applicable daily payment rate if set. 

 

The Division of Continuing and Professional Education is responsible for seeking approval for direct pay 

(P14A) through the university and authorizing final payment.  Such payments are made after teaching 

services have been provided. 

 

In addition to the constraints imposed by the consulting policy, there is a limitation on the aggregate 

amount of such direct payments that may be earned in a faculty member’s appointment year.  Faculty 

members on calendar year appointments may earn no more than 33 1/3 percent of their annual salary 

during the July 1-June 30 appointment year.  Faculty members on academic year appointments may 

earn no more than 33 1/3 percent of their annual salary during the academic year.  Payments made to 

academic year faculty members in the summer period will be included in the 33 1/3 percent limitation 

of the previous academic year’s salary that is currently imposed on summer payment from all 

university sources combined. 

 

Costs of producing materials for continuing and professional education programs must be borne by the 

program budget, not by the operating budgets of any unit except where provided for that specific 

purpose. 

 

 

 

2.17.4.2 Participation in and Compensation for Credit Continuing and Professional 

Education Activities 

 

The university's mission and goals include increasing outreach, continuing and professional education, 

and distance learning activities to serve the workforce and professional development needs of 

business and industry, government, organizations, and individuals.  Some professional audiences seek 

credit course work to meet their educational needs—not just a short term, non-credit experience such 

as workshops or seminars.   In some cases, these audiences look to some of the university's most 
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visible and distinguished faculty members to deliver this programming.  Often such programming 

involves a contract with businesses or organizations, which covers the cost of course delivery, 

including faculty compensation.  The programs are generally delivered off-campus, perhaps at the 

organization/business site or elsewhere, or via distance learning.  

  

The following policy guidelines have been adopted to provide compensation for faculty members 

involved in delivering credit continuing and professional education.  Credit programming designed for 

executive/professional audiences is included among programs eligible for additional faculty 

compensation; even if such programs are offered for individual enrollment rather than for employees 

of a specific corporation or agency; and even if course work is delivered at the faculty member’s home 

base. 

 

Overload responsibilities undertaken for supplemental compensation may be assumed only when the 

intended task is clearly outside normal responsibilities of the individual, as determined by the 

appropriate department head or chair and academic dean; the conduct of the task is clearly in the 

best interest of the university; the individual is eminently qualified to undertake the task; and such an 

overload is included within the overall time limitations of the consulting policy.   

 

Continuing projects, or projects occupying an identifiable amount of time longer than a semester or 

more, should be arranged on a released-time basis.  All overload commitments undertaken for 

supplemental compensation must have the prior approval of the department head or chair and 

academic dean. 

 

Overload compensation may be approved in cases involving credit continuing and professional 

education where: 

 

• the faculty member is required to travel away from his or her home base to an off-campus 

location, or 

 

• the faculty member is delivering a program to students at one or more off-campus locations 

through distance learning technology, whether the instruction is delivered in a synchronous or 

asynchronous mode, or   

 

• the faculty member is delivering credit course work as part of an executive/professional program 

approved for overload compensation, even if the course is being delivered at the faculty member’s 

home base. 

 

There should be no expectation that course work currently taught on-load, which requires a faculty 

member to travel to another location to teach, or for which the faculty member is delivering the 
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program via distance learning technology, would automatically be considered for overload 

compensation.  Determination of the faculty member’s assignment is the responsibility of the 

department head or chair and dean.  Distance learning instruction and teaching at off-campus sites 

are appropriate on-load assignments which faculty members are expect to fulfill without additional 

compensation. 

 

Faculty members are not required to accept overload assignments for credit continuing and 

professional education instructional activities. 

 

Faculty compensation shall be determined as part of the budget development and contract negotiation 

process and may vary based on discipline, level of expertise, effort required, group size, number of 

credits, and other factors usually considered in setting compensation for continuing education 

instruction.  P14A payments for credit continuing and professional education course work also require 

the approval of the associate provost for academic administration.  Contracts with businesses, 

organizations, or other approved revenue sources are expected to cover the full cost of such faculty 

compensation. 

 

The department head or chair is responsible for the fair and appropriate assignment of overload credit 

course work to faculty members in the department. 

 

To assure equity and appropriateness, the department heads/chairs and deans will monitor the 

responsibilities and assignments of faculty earning additional compensation. 

 

Faculty members on calendar year appointments may earn up to an additional 33 1/3 percent during 

the 12-month period, June 25 through June 24, by teaching non-credit programs administered 

through the university; teaching an eligible credit continuing and professional education course on 

overload; and/or participation in a technical assistance agreement.   

 

Similarly, faculty members on academic year appointments may earn up to an additional 33 1/3 

percent of their academic year salaries during the academic year through these approved activities.  

Earnings during the summer from all university sources, including those cited above, summer session 

teaching, and sponsored research are capped at 33 1/3 percent of the prior academic year salary. 

 

The consulting policy sets the institutional maximum on the number of days that a faculty member 

can spend in approved, paid professional activity while on salary.  All approved activity—consulting, 

technical assistance agreements, credit continuing and professional education course work, and non-

credit continuing and professional education—must stay within the consulting policy guidelines of one 

day per week or no more than five days in a five-week period.  Six contact hours constitute the 

equivalent of one consulting day. 
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Exceptions require the approval of the department head or chair, dean, and provost. 

 

 

 

2.17.5 Faculty Involvement with the Virginia Tech Carilion School of Medicine 

 

Virginia Tech and Carilion Clinic have partnered to establish the Virginia Tech Carilion School of 

Medicine as a separate, private, non-profit entity.  (See section 7.5.)  Medical school faculty are 

drawn, in part, from the two founding partners. 

 

Virginia Tech Carilion School of Medicine initiates, defines, and contracts for professional services 

requested from a Virginia Tech faculty member.  The contract may be for a buyout of the faculty 

member’s time through a sponsored project, or the faculty member may be paid directly through 

overload (wage) compensation.  The payment mechanism reflects the level of time commitment, the 

ability of the department to release the faculty member from current assignments, and the needs of 

both Virginia Tech Carilion School of Medicine and the faculty member’s department at Virginia Tech. 

 

As part of its commitment to partnership, Virginia Tech will provide faculty mentorship of medical 

student research projects without additional compensation or buyout. 

 

Payments made to Virginia Tech faculty members must be made through an approved Virginia Tech 

payroll mechanism.  Virginia Tech faculty members may not hold a private consulting contract with 

Virginia Tech Carilion School of Medicine since this would violate the Virginia Conflict of Interests Act. 

 

 

 

2.17.5.1 Faculty Buyout Agreements with Virginia Tech Carilion School of Medicine 

 

A buyout of the faculty member’s time is appropriate when the professional services requested are of 

longer duration and/or exceed 20 percent of the faculty member’s time (more than one day per week, 

for example).  A buyout may also be used in the context of shorter duration commitments if 

determined to be in the best interest of Virginia Tech Carilion School of Medicine, the Virginia Tech 

department, and the faculty member. 

 

Buyouts work as any other sponsored project buyout, releasing salary savings to the department 

and/or college to hire behind as needed, and requiring approval by the department head or chair and 

dean. 
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2.17.5.2 Faculty Overload Payment Agreements with Virginia Tech Carilion School of 

Medicine 

 

Overload or wage payments that are made directly to the faculty member are appropriate for short 

duration and/or occasional professional services rendered to Virginia Tech Carilion School of Medicine 

(usually up to 20 percent time or one day per week).  The rate of payment shall be established by 

Virginia Tech Carilion School of Medicine as a general rate of compensation or in individual negotiation 

with the faculty member. 

 

Faculty members may earn up to 33 1/3 percent of their current salary through all overload wage 

payments, including Virginia Tech Carilion School of Medicine, continuing education, or other 

authorized special wage payments during the period of their Virginia Tech contract.  Faculty on 10-, 

11-, or 12-month research extended appointments may also earn up to this limit as overload 

compensation during their contract period. 

 

Summer pay from all Virginia Tech sources (e.g., summer school, funded research paid as wages, 

Virginia Tech Carilion School of Medicine, etc.) for nine-month faculty members may not exceed 33 

1/3 percent of the prior academic year salary. 

 

Contracts for professional service to Virginia Tech Carilion School of Medicine paid as overload 

compensation may not exceed the current time limitations defined in the consulting policy, which is 

one day per week or five days in a five-week period.  Time limitations also include the accumulation of 

other types of authorized special or external activity, including continuing education and consulting.  

University policies on conflict of commitment (section 2.17.3) set the expectation that a faculty 

member owes his or her primary professional responsibility to the university. 

 

Overload agreements and payments require approval of the department head or chair and dean. 

 

In lieu of salary compensation, a faculty member may choose to receive an equivalent contribution to 

an operating allocation in support of professional activities. 

 

 

 

2.17.6 Use of University Facilities 

 

The facilities of the university are intended for the use of its faculty, staff, students, and invited guests 

participating in university-approved programs and activities, sponsored by or under the direction of 

the university or one of its related agencies or approved organizations, or by other organizations 
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outside the university.  Refer to policy 5000, “University Facilities Usage and Event Approval,” for 

further guidance regarding approved uses of university facilities. 

 

University facilities are to be used in a manner consistent with their intended purpose.  Priority of use 

must be given to those activities related to the academic, residential, cultural, and recreational 

programs of the university.  The facilities must be used in a safe, professional manner so as not to 

endanger the university community or the general public.  The university may restrict access to land 

and buildings to protect individuals, property, and equipment. 

 

In general, the associate vice president for facilities is responsible for implementing policies and 

procedures about university facilities, including academic buildings.  The vice president for 

administrative services delegates general responsibility for use of academic facilities to the deans of 

the colleges, with the understanding that the registrar schedules classrooms in accordance with 

procedures outlined in policy 5000.  The appropriate dean’s permission is obtained for nonscheduled 

classroom functions, posting of announcements and bulletins on non-departmental bulletin boards, 

and for similar non-academic usage.  In some instances, the dean may refer recommendations to the 

associate vice president for facilities. 

 

Rooms in academic buildings may be reserved for special functions such as lectures, social meetings, 

and recreational activities through approval of the college deans.  Requests for use of rooms in The 

Inn at Virginia Tech and Skelton Conference Center should be sent to The Inn’s space reservationist.  

Requests for use of the residence halls should be sent to the associate vice president for student 

affairs and director of housing and dining services.  Requests for the use of Virginia Tech athletic 

department facilities should be sent to:  (1) the athletic department facilities and scheduling manager, 

and  (2) the university unions and student activities event planning office.  Refer to policy 5000, 

"University Facilities Usage and Event Approval" for specific information regarding use of other 

university buildings and grounds. 

 

Faculty and staff are not allowed to use university resources for private gain.  However, under the 

following conditions, the compensated use of specialized facilities or equipment will be allowed in 

support of approved consulting activities: 

 

• The facility or equipment must have a charge rate, established by the Controller’s Office, which 

reflects all direct and indirect costs associated with the use of the facility or equipment and applies 

to use by parties outside the university.  The charge rate will be applied to the actual use. 

 

• A Request to Engage in External Activity Form 13010A must be filed, specifying the facility or 

equipment to be used and estimating, in time or charges, the extent of the proposed use. 
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• The head or chair of the department responsible for the facility or equipment will verify, on the 

Request to Engage in External Activity Form 13010A, that the proposed use will not interfere with, 

or have priority over, anticipated university use of the facility or equipment. 

 

• In approving the Request to Engage in External Activity Form 13010A, the faculty member’s 

department head/chair, dean, and the provost will determine that the consultation is of substantial 

professional merit and presents no conflict of interest in the use of the facilities or equipment.  

Particular care will be given to the relationship of the consultation with current or potential grants 

or contracts and to the possibility of unfair competition with local firms and businesses. 

 

• If a faculty member uses the equipment of a specialized service center, the faculty member will be 

charged the “commercial” or “consulting” rate, as determined by the Controller’s Office.  The 

faculty member will be billed based on actual use.  The deposit will be credited to the appropriate 

service center account. 

 

If the faculty member uses facilities such as those of the Virginia Tech athletic department, 

Squires Student Center, or the G. Burke Johnston Student Center, the faculty member will be 

charged at a rate established by the Controller’s Office for such use.  The deposit will be made to 

the appropriate department’s account. 

 

For facilities other than specialized service centers, computing services, or other facilities for which 

a charge rate has been determined, the use of the facilities must be authorized and reimbursed at 

a rate determined by the joint collaboration of the faculty member’s department head/chair and 

the Controller’s Office. 

 

• The use of library facilities in connection with consulting is exempt from the above regulations, 

since those facilities are available to the public. 

 

 

 

2.17.7 Use of University Letterhead 

 

As the primary identifier of the university, letterhead should be used for appropriate university 

business.  As such, university letterhead should not be used for personal business or where personal 

gain would result.  Endorsements of political personages, businesses, or products should be avoided.  

Discretion is advised if correspondence on university letterhead could be construed as a university 

endorsement. 
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2.18 Political Activities 

 

Candidacy for political office, service on county and state commissions, and active participation in 

political campaigns are recognized as individual freedoms of each faculty member.  The only 

restriction placed upon such activities is that they not interfere with the faculty member's academic 

responsibilities.  Faculty members must take care to assure that their positions in the university are 

kept separate from their political activities; it must be clear that they act as citizens in such activities, 

not as representatives of the university. 

 

The university encourages interest in civic affairs.  However, neither political nor community activities 

are considered in the annual merit evaluation of a faculty member.  If income is obtained for such 

activities, approval must be obtained under consulting policies. 

 

 

 

2.19 Indemnity 

 

All university employees, while acting within the course and scope of their employment, are covered 

by the commonwealth’s insurance plan and will be defended by the Office of the Attorney General in 

actions brought against them.  Questions concerning any specific situation should be addressed to the 

Office of the University Legal Counsel. 

 

 

 

2.20 Geographical Transfer Policy 

 

Reassignment of a faculty member at the initiative of the university to a primary workstation located 

more than 50 miles from the current workstation is considered a geographical transfer.  A department 

head or chair may request the geographical transfer of a faculty member to implement a 

programmatic mission of the university.  The affected faculty member shall be involved in planning for 

the transfer prior to the submission of a formal request for transfer.  The request for geographical 

transfer shall be transmitted in writing to a second-level administrator for approval with accompanying 

documentation justifying the need for the transfer of the selected individual.  The justification shall 

describe the university program and the position to which the faculty member is being transferred.  

This description shall list the unique skills and knowledge required to fulfill the program’s mission.  The 

alternatives for meeting the requirements shall be outlined, along with the reasons for selecting the 

alternative of geographical transfer of the particular faculty member.  A faculty member must be 

notified in writing at least six months in advance of the geographical transfer.  The transferred faculty 

member shall be reimbursed for all allowable expenses as defined by the university and state policy.  
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A cost of living adjustment will be added to the faculty member’s base salary during the period they 

are employed in a high-cost area as defined for employees in the Virginia Compensation Plan issued 

by the state human resources director. 
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