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Tuition Reimbursement

Scope:  All non-temporary employees encumbering budgeted positions and eligible for enrollment in either the Maryland State Retirement System (MSRS) or the Optional Retirement Program (ORP).  
Definitions

Tuition Reimbursement – reimbursement for successful completion of preapproved credit courses not available at the College of Southern Maryland (CSM).  Refer to the Employee Tuition Benefit policy, HR: 4053, for the benefit relating to credit and noncredit courses offered by the college.

Successful completion of credit coursework – this shall be defined as a grade determination of “C” or higher for undergraduate coursework, a grade determination of “B” or better for graduate coursework, and a grade determination of “Pass” for pass/fail coursework.  For a doctoral dissertation, a letter of satisfactory progress is required for each semester.  Audited and noncredit courses do not qualify for reimbursement.  
Available funds – those funds allocated and available for employee tuition reimbursement each semester and summer session.

Policy:   Contingent on availability of funds, the college authorizes tuition reimbursement to eligible employees for successful completion of credit courses not available at CSM.  Reimbursement of tuition for job related credited courses and programs will be funded through this policy only.  The reimbursement will be for preapproved courses by institutions of higher education chartered in the United States that are accredited by a regional accrediting agency recognized by the United States Department of Education as stated in the Board of Trustees Policy, PER:722 and deemed to be job related by the employee’s supervisor, or, in the case of faculty, according to the faculty member’s development plan.  Tuition reimbursement payment will be made after the courses(s) is completed; fees will not be reimbursed.  Reimbursements will not (a) exceed the institution’s in-state tuition rate per credit hour (excluding fees) or the cost of equivalent academic courses at the University of Maryland, College Park, whichever is less, and (b) exceed 12 credits of graduate level instruction or 15 credits of undergraduate instruction in any fiscal year.  Graduate level courses will be weighted in the formula for determining the credit reimbursement rate (see example below).  Exceptions to this policy will be made only upon written approval by the president, based upon a written request submitted in advance of the start of the course.

If available campus funds still exist in the tuition reimbursement budgets at the end of the fiscal year, those funds may be re-distributed according to the formula in this policy.  Funds will only be distributed to those employees who 1) have participated in the tuition reimbursement program during the current fiscal year and 2) are employed with the college on the date of disbursement of the redistributed funds.
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Procedures
1.  Employee:   Complete Request for Tuition Reimbursement Form (available in Human Resources Office, at I:Forms/HRD, and on the Intranet).  Provide all documentation requested.  Give the form to your supervisor for signature and forward it to the Human Resources Office (HRD) PRIOR to the semester of coursework as follows:



July 15


-
Fall Semester



November 15

-
Spring Semester



April 15

-
Summer Session

Notify HRD and supervisor immediately if the class is not taken, dropped, or canceled. Within 30 days of course completion, submit official grade to HRD for reimbursement.

2.  Employee Relations/Training Coordinator:  Computes the tuition reimbursement applicable to each employee’s request (according to the formula below) and notifies employees of the reimbursement amount that they are eligible to receive upon successful completion of coursework.  Once the amount is calculated it is not subject to change.


Tuition Assistance = Allocated funds/Aggregate credits

Example:  10 employees approved for 3 credits each of undergraduate coursework and 10 employees approved for 3 credits each of graduate coursework.  Allocated funds are $5,000.



Total Undergraduate Credits  
  = 
30 (10 x 3)



Total Graduate Credits
  = 
45 (10 x 3 x 1.5 weight)



Aggregate Credits

  =
 75 (30 + 45)



Maximum Tuition Reimbursement   =
 $66.66/credit (5,000/75)


Reimbursement of 3 graduate credits   =
$299.97 (3 x 1.5 x 66.66)


Reimbursement of 3 undergraduate credits = $199.98 (3 x 66.66)

Employee notification of reimbursement will generally occur around the following dates for the semesters indicated but prior to the start of the semester:


August 5
-
Fall Semester



December 5
-
Spring Semester



May 5

-
Summer Session

For more information contact:  Employee Relations/Training Coordinator, 
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