
Tuition Reimbursement for Staff Exempt from the Personnel Act (EPA)
I. Introduction

Eligible and pre-approved EPA staff employees pay tuition and fees and are reimbursed upon successful course completion.

II. Policy Statement

The Tuition Reimbursement program for EPA staff allows pre-approved and eligible employees the opportunity to enroll in work-related courses for which there is a business need.  Employees must pre-pay tuition and fees and upon successful completion of the course will be reimbursed for tuition and fees from their unit’s funds up to the cost of in-state tuition for a comparable credit-load at UNC Charlotte.  
The program is administered by the Business Manager of the college, department or unit of the employee.  

Employees must apply for and obtain approval from their supervisor prior to enrollment to ensure monies are available for reimbursement.  Participating colleges, departments and/or units will create a fixed fund from which to draw for the Tuition Reimbursement program, and will be responsible for determining how funds are administered.  This finite pool of funds is created based on organizational need and is specific to each college, department, and/or unit.  

Tuition reimbursement is a taxable benefit.  
ELIGIBILITY REQUIREMENTS
Approved applicants must meet the following eligibility requirements:

1. Is an EPA staff employed in full-time or part-time permanent positions
2. Has completed a minimum of one year of employment with UNC Charlotte 
3. Possess the endorsement of immediate supervisor
4. Has exhausted the Tuition Waiver benefit (if applicable)
PROCEDURES
1. Submit application materials to supervisor.  Application materials include:

a. Application for Educational Assistance 
b. Impact statement: How will the employee and the unit directly benefit from enrollment in the course? 
2. If approved and granted authorization to enroll in course for tuition reimbursement:

a. Retain original copy of receipt showing tuition payment and original copy of passing grade to submit with completed form at the conclusion of the class
b. Completed form, with proper signatures, original copy of receipt and passing grade must be submitted to Business Manager of unit 
COURSES OF STUDY

Employees may take up to 6 semester hours per academic term

1. Classes must be work-related and approved as such by supervisor prior to enrollment
2. Classes may be requirements for a degree, licensure or certificate needed to improve or maintain the current position
3. Classes must provide academic credit. Correspondence courses or Continuing Education CEU's are not eligible.
III. Definitions

There are no definitions related to this policy.

IV. Policy/Procedure Contact(s)

Authority: Office of Academic Affairs 

Responsible Office: Office of Vice Chancellor for Academic Affairs and Provost

Additional Contact(s): n/a

V. History

XXXX: Approved 
VI. Related Policies, Procedures and Resources 

Tuition Reimbursement (SPA): http://hr.uncc.edu/benefits/other-benefits/tuition-reimbursement/tuition-reimbursement 

Tuition Privileges for Certain Faculty and Staff: http://legal.uncc.edu/policies/ps-2.html
VII. Frequently Asked Questions

There are no Frequently Asked Questions for this policy.


