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FROM DHRM:  New Interpreta on of Maximum Annual Leave Carryover Applica on 
Effec ve January 9th, 2014 

 

 

The annual leave policy addresses how and when leave accruals are credited to classified em‐
ployees’ balances and notes a maximum carryover of annual leave balances from one leave year 
to the next.  However, the policy does not address the sequence of when the carryover maxi‐
mum is applied.  
 
In the past, policy interpreta on held that the final leave accrual of the leave year would be 
awarded on January 9th and then the carryover maximum would be applied.  This meant that 
employees’ balances at the beginning of the new leave year (January 10th) could be equal to or 
less than the maximum carryover but could not exceed that limit.  Employees near or exceeding 
the maximum carryover were not credited with the full accrual for the last pay period of the 
leave year.  Payroll programs have been programmed to apply the maximum carryover limit ac‐
cordingly. 

Jan. 9th Balance  Apply Leave Accrual 
12/25 thru 1/9 

Balance  Apply Maximum Carryover  Leave Lost  Jan. 10th Balance 

194 hours  +4 hours  198 hours  192 hours  ‐6 hours  192 hours 

Applica on Effec ve January 9th, 2014: 

Jan. 9th Balance  Apply Maximum Carryover  Leave Lost  Balance  Apply Leave Accrual 
12/25 thru 1/9 Balance 

Jan. 10th Balance 

194 hours  192 hours  ‐2 hours  192 hours  +4 hours  196 hours 

There will be no change to 
Policy 4.10 because policy 
does not describe the se‐
quence of the carryover limit 
applica on. If you have 
ques ons about the change 
in how the leave is calculat‐
ed, please contact the De‐
partment of Human Re‐
sources. 

The new interpreta on will be in force for the 2014 leave year.  The 
sequence has been changed so that the maximum carryover is ap‐
plied to the leave balance on January 9th and then the leave accrual 
for the final pay period (12/25 through 1/9) is credited and available 
for use on the first day of the new leave year.   This means that em‐
ployees’ Jan. 10th balances may exceed the previous year’s maximum 
carryover limit.  
 
Example:  Employee having 4‐1/2 years of service and accruing leave 
at 4 hours per pay period has an annual leave balance of 194 hours 
on January 9th.  Her maximum carryover rate is 192 hours. 

Former Applica on: 
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What is the Hybrid Plan? 
The 2012 General Assembly passed a series of pension reform ini a ves, 
including the establishment of the VRS Hybrid Re rement Plan. The new 
plan will apply to most members hired on or a er January 1, 2014. Most 
current VRS members will have the opportunity to elect the Hybrid Re re‐
ment Plan during an opt‐in window from January 1 through April 30, 2014. 
 
The VRS Hybrid Re rement Plan combines the features of a defined benefit 
plan, which pays a monthly re rement benefit based on age, total service 
credit and average final compensa on, and a defined contribu on plan, 
which provides a re rement benefit based on contribu ons and the invest‐
ment performance of those contribu ons. 
 
The University will be offering 
informa onal sessions during 
the special elec on period. The 
sessions will be held in the Lec‐
ture Hall, Room 1505, in Spong 
Hall. Please see dates and mes: 

January 22, 2014 02:00 p.m. 

January 28, 2014 10:00 a.m. 

February 12, 2014 11:00 a.m. 

February 24, 2014 03:00 p.m. 

March 19, 2014 09:00 a.m. 

March 24, 2014 01:00 p.m. 

April 1, 2014 02:00 p.m. 

April 15, 2014 03:00p.m. 

April 23, 2014 11:00 a.m. 

Joint Employment 

Joint employment occurs when a University employee occupies two or more posi ons 
within the University.  Joint employment frequently results in complica ons under the 
Federal Fair Labor Standards Act (FLSA).  

If the individual considered for part‐ me employment (non‐instruc onal (4031) posi on, 
adjunct faculty posi on or wage posi on) is already a University employee, the University 
may have an over me obliga on depending upon the status of the employee’s primary 
job.  

▪ Non‐exempt primary job: the employee must be paid one and one‐half hours of over‐

me for all hours worked in the second job, even if the second job’s du es are ex‐
empt.  The only excep on to this requirement is if the extra work outside the primary 
job is done on an “occasional or sporadic basis” in a “substan ally different capacity” 
from the employee’s primary job and at the employee’s own voli on. (Example, a 
fiscal assistant in the Office of Finance proctors a test on Saturday twice a semester). 

▪ Exempt primary job: if the du es of the second job are exempt, there are no over me 

issues. If the du es of the second job are non‐exempt, at least 50% of the du es in 
both jobs combined must be exempt or else an over me obliga on exists, and the 
employee will lose the exempt status in his/her primary job. 

It is our prac ce that an employee in a non‐exempt posi on, not be hired into an exempt 
posi on due to the complica ons under FLSA and to avoid any fiscal issue regards to 
which department would be charged for the over me pay. 

The hiring supervisor of the employee’s primary job must concur with the appointment to 
the secondary job to ensure there is no conflict between the two posi ons and that the 
employee’s effec veness in the primary job will not be jeopardized. 
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We are pleased to announce the 2014 University Staff Dream Fund program. First launched in 2008, this program, which is privately 
funded through an endowment, will provide monetary awards up to $2,000 and up to five days of paid me off for staff members to 
fulfill a long‐held dream—to pursue studies in an area unrelated to work, traveling to another country or visi ng family far away, for 
example.  The awards are not intended to address personal hardship situa ons, emergencies or job‐related professional development.  

Proposals will be reviewed by a selec on commi ee that includes representa ves from the President’s office, the vice presiden al    
areas, HACE and AUA. Recipients will be selected on the merits of their proposal, their past service and promise of future service. The 
winner will be announced in April and funding will be made available in July. 

Eligibility:  Full‐ me classified employees and full‐ me administra ve and professional faculty who have worked at the University for a 
minimum of five years.  Applicants must also have a sa sfactory or higher performance evalua on and no ac ve disciplinary ac ons.  
Proposals are due to the Department of Human Resources by March 3, 2014.  A descrip on of the program, including selec on criteria 
and a proposal form, are available on the Human Resources’ web site.  h p://www.odu.edu/facultystaff/awards‐recogni on/staff‐
dream‐fund 

Proposal Packets must contain: 

▪ Le er sta ng the dream, the reasons for it and a budget; 

▪ Le er of support from a direct supervisor indica ng the candidate is a valuable and meritorious employee; 

▪ Le er of support from an Old Dominion University colleague; 

▪ Brief resume; 

▪ Statement of intent to remain at Old Dominion University for the foreseeable future. 

Note:  Proposals must be received in Human Resources not later than close of business on Monday, March 3, 2014. 

If you have ques ons or require assistance in comple ng a proposal packet, please contact Tony Belk, e‐mail ‐ jbelk@odu.edu or 683‐3046 in the Department of Human 
Resources. 

http://www.odu.edu/facultystaff/awards-recognition/staff-dream-fund
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Tuition Assistance Program 
The summer 2014 Employee Tui on Assistance applica on deadline is:  5:00 p.m. on Thursday, May 
1, 2014. 
 
A completed applica on with proof of registra on must be received by the Department of Human 
Resources prior to the applica on deadline. 
 
Summer Tui on Assistance is only available for eligible Classified, Hourly, Faculty and Administra ve 
& Professional Faculty employees.  The Tui on Assistance Program for dependents and spouses is not 
offered during the Summer Semester.  
 
Eligible employees may receive Tui on Assistance for up to three (3) credit hours for the summer 
sessions at the Old Dominion in‐state tui on rate.   
 
The current income cap for Tui on Assistance programs is $89,000.00.   
 
For informa on on eligibility, maximum credit hours of assistance and program specifics please read 
the policy at:  
h p://www.odu.edu/content/dam/odu/policies/university/6000/univ‐6400.pdf. 
 
Applica ons are available on the Human Resources forms page at: 
h p://www.odu.edu/facultystaff/employee‐services/benefits/tui on‐assistance. 

Flexible Holiday Leave 

The Governor has awarded state employees an addi‐
onal four (4) hours of holiday leave for Tuesday, 

December 31, 2013.  Since Old Dominion University 
was already closed on December 31st, faculty and 
classified employees received 4 hours of flexible holi‐
day leave.  The flexible holiday leave will be available 
for use on January 6, 2014 and will expire on June 9, 
2014.  Should you have any ques ons, please contact 
the Department of Human Resources at 683‐3042.   

http://www.odu.edu/facultystaff/employee-services/benefits/tuition-assistance
http://www.odu.edu/content/dam/odu/policies/university/6000/univ-6400.pdf

