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A. PURPOSE 
 
The purpose of this policy is to establish the terms and conditions of wage employment at 
the University. 
 

B. AUTHORITY  
 
Virginia Code Section 23-9.2:3, as amended, grants authority to the Board of Visitors to establish 
rules and regulations for the institution.  Section 6.01(a)(6) of the Board of Visitors Bylaws 

 
C. DEFINITIONS 

 
Wage Employee – A non-salaried employee who receives pay for hours worked and is not covered 
by the provisions of the Virginia Personnel Act.  (Wage employees are sometimes referred to as 
hourly employees.)   Wage employees have no guarantee of employment for a particular term or 
a particular daily or weekly work schedule; they serve at the will of the designated hiring official, 
and may be terminated at any time. 
 
Wage Employment - Employment to meet seasonal, temporary, part-time, or casual workforce 
needs. 
 
Web Time Entry (WTE) - A web-based system designed to enable employees to submit hours 
worked and leave information electronically, eliminating the paper submission of time slips, time 
and attendance forms, leave activity forms, and leave reports. 
 

D. SCOPE 
 
This policy applies to all University departments. 
 



https://www.odu.edu/facultystaff/employee-services/employee-types/classified/salary/factors
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Workers' Compensation 
University identification card privileges 

 
Information concerning these benefits is available from the Benefits Unit in the Department of 
Human Resources. 
 
Supervisor Responsibilities 
 
Supervisors are responsible for: 

• Assigning duties, monitoring performance and providing feedback as needed 
• Scheduling wage employees to ensure that total hours worked does not exceed 29 

hours/week on average during the May 1 • 



http://www.dol.gov/whd/flsa/index.htm
http://www.odu.edu/content/odu/about/policiesandprocedures/university/1000/1002.html
http://www.odu.edu/content/odu/about/policiesandprocedures/university/6000/6020.html
http://www.odu.edu/content/odu/about/policiesandprocedures/university/6000/6020.html
http://www.odu.edu/content/odu/about/policiesandprocedures/university/6000/6130.html
http://www.odu.edu/content/odu/about/policiesandprocedures/university/6000/6130.html
http://www.odu.edu/content/dam/odu/offices/human-resources/docs/wage-employee-guidebook.pdf
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