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NOTICE 

 
This handbook contains general information about your employment with the 
Commonwealth and outlines policies and procedures that affect your daily work. It does 
not include specific provisions of the policies and procedures, nor does it create any 
employee rights or benefits. The handbook is not a contract, nor is it an invitation to 
contract. Nothing in this handbook is intended to create or imply any contract 
rights. 
 
Discrimination on the basis of race, sex, color, national origin, religion, age, or political 
affiliation, or against otherwise qualified persons with disabilities is prohibited in all 
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QUICK REFERENCE TO KEY WEBSITES 
 
 
Department of Human Resource Management (DHRM) home page  
 
DHRM Policies and Procedures Manual 
 
DHRM Compensation and Classification 
 
DHRM Employee Benefits  
 
DHRM Manuals and Handbooks 
 
Department of Accounts Payline  
  
Department of Employment Dispute Resolution 
 
Virginia Retirement System 
 
Radford University’s  Department of Human Resources Website  
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GENERAL CONDITIONS OF EMPLOYMENT 
 
 

A. Hours of Work   
See Policy 1.25, Hours of Work  
 
A full-
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cycles, which do not require a 40-hour workweek. In these cases, the 
calculation of overtime is based on the alternative work cycle.  
 

 
B. Attendance  

See Policy 1.60, Standards of Conduct, and Policy 1.25, Hours of Work  
 
You are expected to report to work in accordance with the work schedule 
assigned by your supervisor, and you are responsible for letting your supervisor 
know as soon as possible if you expect to be late or absent. Ask your supervisor 
about your agency’s procedure for reporting absences. Failure to notify your 
supervisor appropriately may result in disciplinary action including termination.  

 
C. Hiring Requirements   

See Policy 2.10   
 
Employees hired into certain positions must complete a Statement of Personal 
Economic Interests as required by the Code of Virginia (§ 2.2-3100). Your 
Human Resource office will know whether you need to complete this statement.  
 
All employees must meet certain conditions of employment. Additionally, 
agencies may require a background check which could include pre-employment 
tests and/or drug tests.  
 
Radford University will conduct criminal conviction investigations as part 
of the employment selection process for all salaried  and certain identified 
wage positions.  
 
A pre -employment alcohol and/or drug test may be required for individuals 
being hired into positions requiring a Commercial Driver’s  License (CDL).  
Program guidelines are found on the university’s Environmental  Health & 
Safety website at  https://www.radford.edu/content/ehs/home.html 
 
Certain state jobs are designated by agencies as “sensitive” according to the 
definition in the Code of Virginia, §2.2-1201.1. Final candidates for these 
positions are subject to a fingerprint-based background check, including current 
employees who apply for a sensitive position.  
 
Positions within the Radford U niversity ’s Police  Department are identified 
as “sensitive.”  
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D. Information about Your Paycheck 
 
1. Standard pay periods for classified employees are the 10th through 24th of 
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F. Overtime   

See Policy 3.15, Overtime Leave, and Policy 1.25, Hours of Work  
 
Some positions involve occasional or periodic overtime work; employees must 
work overtime as required by their supervisors. Employees are designated as 
covered by the federal Fair Labor Standards Act (“non-exempt”) or not covered 
(“exempt”). Agencies determine the exempt or non-exempt status of each 
employee using FLSA guidelines and based on the type of work done.  For non-
exempt employees, payment of overtime hours worked must comply with the Act.  
 
Non-exempt employees are normally paid overtime at time and one-half their 
regular rate for hours worked over 40 during a workweek. Agencies may elect to 
grant overtime leave instead of overtime pay. In this case, the employee must be 
notified in advance. Overtime leave hours do not expire, and there is a maximum 
number of overtime leave hours an employee may accrue. Thus, an employee 
must take paid time off to avoid exceeding his or her agency limit. Employees 
receive pay for accrued overtime hours when leaving state service and at certain 
other times specified in policy.  
 
Exempt employees typically are not compensated for working overtime.  
However, in unusual circumstances, agencies may choose to provide straight-
time compensatory leave or pay.  
 
It is the policy of the university to comply with the FLSA by paying time and 
one-half for all work performed by non- exempt employees in excess of 40 
hours in a work week.  
 
 

 
G. Office Closings   

See Policy 1.35, Emergency Closings  
 
When weather conditions or an emergency situation forces late openings, early 
closings, or full-day closings of state agencies, classified employees may be paid 
for these periods. Decisions regarding such closings are made by the following 
authorities: 
 

• For administrative agencies in the city of Richmond and in Chesterfield, 
Henrico, and Hanover counties – the Governor; 

• For state colleges and universities – the college or university president; 
and 

• For state operations or branch offices of administrative agencies outside 
of Richmond – the responsible agency head or appropriate facility or 
operations director. 
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Closing decisions normally are announced on local radio and television stations. 
 
Be sure you know the radio or television stations that will announce closings in 
your area. Closing announcements also appear on the DHRM web site

https://www.radford.edu/content/radfordcore/home.html
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Radford University requires employees taking on an additional job to 
complete the Classified Employee outside  Employment Request (PR -9).  All 
requests for outside employment must be approved before the outside 
employment has begun
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You should consult your Human Resource office if you have concerns in this 
area. Incidents of workplace violence should be reported immediately through 
appropriate channels in your agency. 

 
All state employees are covered by the Virginia Workers’ Compensation Act. In 
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for periods of less than one day, if you do not use accruottleave because (1) you 
do not request use of accruottleave or your request is denied, (2) your accrued 
leave has boen exhausted, or (3) you request leave without pay. 
 
If your position is exempt from the overtime provisions of the Fair Labor 
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COMPENSATION  
See Policy 3.05 
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BENEFITS AND PROGRAMS 
 
 

A. Insurance Coverage and Income Replacement Programs 
 
1. Group Life Insurance  

 
All classified state employees are enrolled in the group life insurance plan 
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employment issues that may be adversely affecting work performance. All 
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replace lost income and to compensate for certain permanent losses to 
the body. Workers’ Compensation benefits include a return-to-work 
program to help employees resume productive activity. Procedures and 
benefits may vary depending on whether you are in the Traditional Sick 
Leave program or in the Virginia Sickness and Disability Program (VSDP). 
Your agency Human Resource office can provide more detailed 
information.  

 
It is important to report a work-
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direct services in child development and to provide voluntary “hands-on” 
services as part of an organized community service project. Read the 
policy to learn how this leave type may apply to you.  

 
9. Military Leave – See Policy 4.50 

 
Employees who are members of the Commonwealth’s militia (including 
National Guard) are granted paid military leave while providing military 
service when called forth by the Governor. Employees who serve in the 
National Guard, Naval Militia, or in a branch of the military reserve are 
entitled to as much as 15 days of paid military leave for federally funded 
training or active duty per federal fiscal year. Employees called for more 
than 15 days of active federal duty in a federal fiscal year may use 
accrued leave balances in order to remain on the state payroll. Employees 
who exhaust their leave balances or who choose not to use them for 
military duty may be placed on Military Leave Without Pay. 

 
In compliance with federal requirements, employees are guaranteed 
reinstatement to their original position or a comparable position for up to 
five years of cumulative military service, with certain exemptions to the 
five-year cap. If you are a member of the National Guard or a military 
reserve unit, you may want to review your benefits under the Uniformed 
Services Employment and Reemployment Act (USERRA). Some state 
benefits continue for all or part of a term of military leave, as detailed in 
Policy 4.50.  

 

http://www.dhrm.virginia.gov/hrpolicy/policy.html
http://www.dhrm.virginia.gov/hrpolicy/policy.html
http://www.dhrm.virginia.gov/hrpolicy/policy.html
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of their own policies in this area, so consult with your agency Human 
Resource office and see your agency’s policies for further explanation of 
these programs.  
 
Information on the university’s Educational Aid and Tuition Waiver 
Policies/Guidelines may be found here .   

 
12. Leave to Donate Bone Marrow or Organs – See Policy 4.37  

 
Employees may use up to 30 workdays in a calendar year to donate their 
bone marrow or an organ and to recover from the procedure. 

 
13. Leave Without Pay – See Policy 4.45 

  
In certain situations, you may ask for or need to be placed in a Leave 
Without Pay (LWOP) status. This status preserves some benefits of 
employment and permits reinstatement of other benefits if you return to 
paid status. LWOP does not separate you from state service, and many 
benefits are not affected, especially if the period of LWOP is not long. In 
order to avoid unintentional LWOP, you should learn to manage your paid 
leave carefully. Employee-initiated LWOP must be approved by your 
agency. 
 
Leave Without Pay may be Unconditional (reinstatement to the pre-leave 
position is guaranteed) or Conditional (reinstatement will occur only if the 
pre-leave position remains available). 

 
14. Parental Leave – See Policy 4.21 

  
It is the policy of the Commonwealth to provide paid parental leave to 
enable the employee to care for and bond with a newborn or child under 
the age of eighteen (18) newly-placed for adoption or for foster or 
custodial care. This paid leave may be used in combination with other 
benefits.  Parental Leave is governed under DHRM Policy 4.21 and 
applies to classified employees. 

The purpose of this policy is to provide eligible employees with up to eight 
(8) weeks (320 hours) of paid parental leave to be used within six (6) 
months of the birth of an infant or adoptive, foster, or custodial placement 
of a child under the age of eighteen (18). 
For additional information, contact your agency Benefits Administrator. 

 
 
 

 

https://www.radford.edu/content/human-resources/home/benefits/educational-assistance.html
http://www.dhrm.virginia.gov/hrpolicy/policy.html
http://www.dhrm.virginia.gov/hrpolicy/policy.html
http://www.dhrm.virginia.gov/docs/default-source/hrpolicy/parental-leave-policy-4-21-6-26-180BFA850A134E.pdf?sfvrsn=0
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C. 

https://www.radford.edu/content/human-resources/home/employment/current-employees/holiday-schedule.html


 – 19 – 

• 
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period of an amount equal to one-half of the employee’s own contribution, 
up to an established maximum.  The maximum matching amount is set by 
the legislature. 

 
F. Wellness Programs 

 
CommonHealth is the state’s wellness program for employees, families, and 
retirees offering a range of health-related activities and resources at participating 
agencies. The Office of Health Benefits provides additional employee health 
services and discounts including, but not limited to, Healthy Beginnings (prenatal 
benefits), Smoking Cessation, Weight Watchers and Healthy Lifestyle Coaching.  
 
Information about  wellness programs at  Radford University can be found at 
Highlander Wellness .  
 
 
 

G.  Work/Life Programs 
  

The Commonwealth offers a variety of work-life policies, including telecommuting 
and educational assistance, to improve balance between work and home life.  

 
More information can be found on Radford University ’s  Family Work/Life 
Balance website .  
 

 
H. Retirement Benefits 

 
Retirement Program  
 
Classified employees are covered by the state’s defined-benefit retirement 
program. Upon retirement, the Virginia Retirement System (VRS) provides 
monthly retirement benefits for eligible, qualifying employees, who may choose 
among a variety of retirement options. In addition, VRS administers other 
programs, including short-term and long-term disability programs (through the 
Virginia Sickness and Disability Program), life insurance, and deferred 
compensation. For more information, contact your Benefits Administrator or VRS.  
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EQUAL EMPLOYMENT OPPORTUNITY (EEO)  
See Policies 2.05, Equal Employment Opportunity, 2.10, Hiring, and 2.35, Civility in the 
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you wish to submit a complaint or allegation, you may obtain the needed forms 
from your agency’s Human Resource office, by contacting the OEES, or from the 
DHRM web site. Employees may also file complaints under the Grievance 
Procedure or directly with the federal Equal Employment Opportunity 
Commission. 

 
Radford University’s Discrimination, Harassment, Sexual Misconduct & 
Retaliation Policy  may be found on the Office of Policy and Tax Compliance  
website.   
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DISCIPLINARY PROCESS 
See Policy 1.60, Standards of Conduct  

 
 
Policy 1.60, Standards of Conduct, provides guidance to employees and supervisors by 
outlining (1) standards of appropriate conduct; (2) behavior that is unacceptable; and (3) 
corrective actions that agencies may take to address behavior and employment 
problems. The standards apply to full-time and part-time classified and non-probationary 
employees (generally, those covered by the Personnel Act). In addition, agencies may 
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EMPLOYEE RELATIONS ISSUES 
 
 
The Department of Employment Dispute Resolution (EDR) is available to advise 
employees on work-related problems, use of the grievance procedure, and mediation. It 
also assists employees and managers in exploring options for resolving work-related 
conflicts.  
 
Radford University  is committed to building positive relationships and work life 
quality through fair treatment and resolution of employee interests and concerns. 
Employee Relations  provides a place where both supervisors and employees can 
share personal and work -related information in order to identify and resolve work 
related problems and/or proactively avoid possible problems.  
 
Grievance Procedure 

The grievance procedure is a process through which a Virginia state government 
employee can bring workplace concerns to upper levels of management. This process 
is more formal than mediation and requires that rules be followed strictly. The Grievance 
Procedure Manual lists the rules that must be followed. Failure to follow these strict 
procedures will forfeit your right to this process. A grievance can have up to four 
phases: (1) the management resolution steps; (2) qualification for hearing; (3) hearing; 
and (4) review of the hearing decision. Not all grievances are qualified for hearing. For 
example, under the grievance statues, grievances that relate solely to layoffs, transfers, 
assignments, or the content of personnel policies cannot proceed to a hearing. On the 
other hand, some issues are automatically qualified for hearing, such as formal 
discipline or dismissal for unsatisfactory performance. Attorneys serving as 
Administrative Hearing Officers conduct hearings in qualifying grievances. 

Even if your concern is about an issue that cannot be qualified for hearing, many 
grievances result in resolution during the management steps, without a grievance 
hearing. For more information regarding the grievance process contact the EEDR 
AdviceLine at 1-888-23-ADVICE (1-888-232-3842). 
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MISCELLANEOUS TOPICS 
 
 

A. Commonwealth of Virginia Campaign  
The Commonwealth of Virginia Campaign is the voluntary employee charitable 
giving program that raises funds for numerous non-profit health and humanitarian 
organizations throughout the state, the nation, and the world. Contributions are 
tax deductible and can be made in lump sum or by payroll deduction. Each 
agency has a CVC Coordinator who can provide further information.  This is the 
only charitable giving program authorized by the Commonwealth to operate 
within the state workplace.  

 
B. Electronic mail, computer, and telephone use  

Many jobs provide access to computer equipment and the Internet so that 
employees can perform their work tasks. Policy 1.75, Use of Internet and 
Electronic Communications Systems, expresses the general guidelines for use of 
these systems and provides for agencies to adopt more specific guidelines that 
may be suitable to their needs. In general, the equipment and systems should be 
used for business purposes. Personal use should be limited to minor occasions. 
Users should.58 -1-d7pa0 (b)10 (u3.9 Eybh3 (i)6er)7 (n tCd.58 c 0 Twcs 0  scn
/TT9Cd.58 cescn
/TT2- Twcs 0BM7 (a2t)2 (af )]TJ
T*)7 (s)4 ( s)5rn1
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E. Nepotism 

The Code of Virginia (§ 2.2-3106) prohibits (as a conflict of interests) supervision 
by an employee of a member of his or her immediate family. Immediate family 
includes the spouse and any other person residing in the same household as the 
employee who is a dependent of the employee or of whom the employee is a 
dependent. (See the Conflict of Interests Act in the Code of Virginia, § 2.2-3100 
and following.) 

 
F. Personal Appearance 

As an employee of the Commonwealth, you should come to work dressed and 
groomed appropriately for your working conditions. Your agency may apply more 
specific requirements for dress and grooming based on their business needs. 

 
G. Political Activity 

State employees may not campaign for themselves or for anyone else during 
work hours, nor can they use state equipment or resources for political activities. 
Further, no employee is to be rewarded or discriminated against in any way for 
participating or not participating in political activities outside of the workday and 
work place. Before beginning any political activity, you should determine whether 
such activity violates the Virginia Conflict of Interests Act.  

 
The political activities of employees in state agencies that are funded in whole or 
in part by federal loans or grants are subject to the conditions of the Hatch Act, a 
federal law limiting political activities of government employees. If you are in a 
position that receives any federal funds, you may not: 

  
1. stand as a candidate for any public or political party elective office in a 

partisan election (one in which any candidate runs as representative of a 
political party whose presidential candidate received electoral votes in the 
preceding presidential election); 

 
2. directly or indirectly coerce, attempt to coerce, command, or advise a state 

or local officer or employee to pay, lend, or contribute anything of value for 
political purposes; or 

 



 – 27 – 

disclosed to third parties only as provided in the Virginia Freedom of Information 
Act, the Privacy Protection Act, and Policy 6.05, Personnel Records Disclosure.  

 
If you apply for credit of any kind that will require a credit check or other 
investigation, you may give written authorization to the Human Resource office to 
release the needed information. 

 
I. Smoking 
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