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Tuition Assistance Request
(Policy and procedures are described on the reverse side of this form.)

Office of Enrollment Management
41 Bee Street

MSC 203

Charleston SC 29425-2030

In order to claim tuition assistance under Section 59-111-15 of the South Carolina Code of Laws,
petitioners must file this request form according to these directions.

At least one month prior to the beginning of the course, petitioners must provide complete information about the course or
alternate course to be taken and must have their department head’s signature and verification of eligibility by Human Resources
on the application. This form must be completed and submitted to the Office of Enrollment Management by the last day of the
registration period. No late requests will be accepted. Actual course registration must occur during the registration period.

Name SSN
- Last First Middle
o
-g Department Employment Date
E Title of Position Campus Phone Number
2
£ Campus Address: Will you be:
g [d a matriculated (degree seeking) student?
8 Which degree?
—
d‘-_’ O Faculy O Scaff [d an unclassified student?
[ an auditing student?
= DEPT. COURSE TITLE OF COURSE CREDIT HOURS SEMESTER
o
£
_9 DEPT. ALT. COURSE TITLE OF COURSE CREDIT HOURS SEMESTER
c
Ll
O
2
Fo) If not at MUSC, which other college/university?
o
o
o Will this course be taken during work hours?  [d Yes 4 No
If YES, how do you plan to make up time missed from your job?
Applicant Signature Date
Department Head Approval (indicating a promise of tuition assistance when all conditions are met) Date
Human Resources (verification of eligibility) Date
Enrollment Management (approval for MUSC enrollment) Date
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Tuition Assistance

NOTE: The language used in this document does not create an employment

contract between the employee and the Medical University of South
Carolina (MUSC). MUSC reserves the right to revise the content of
this document, in whole or in part. No promises or assurances, whether
written or oral, which are contrary to or inconsistent with the terms of
this paragraph create any contract of employment.

I. POLICY

1L

A.

It is the policy of the Medical University to provide tuition assistance to
eligible employees for up to six (6) credit hours per academic term as au-
thorized by Section 59-111-15 of the 1976 South Carolina Code of Laws,
as Amended. Tuition assistance will be provided after a course is completed
and is subject to availability of the employing department’s funds.

Employees in FTE, research grant, and time-limited positions with at
least six months of employment at a state agency are eligible to apply for
tuition assistance regardless of race, color, religion, sex, age, national origin,
disability or veteran status. Part-time employees in these same categories
must work at least 30 hours per week to be eligible for the Program.

The Tuition Assistance Program is available for employees to enroll in
credit-bearing courses at institutions of higher education offering courses
in South Carolina. Employees should be accepted for admission to those
institutions and courses must be taken for academic credit but do not
have to be taken toward the completion of a degree. This does not include
continuing education courses.

Employees must pass the course(s) taken to have tuition costs and labora-
tory fees reimbursed.

Employees must be in good standing. An employee who is in progres-
sive discipline, a warning period of substandard performance or similar
circumstances is not eligible to participate in the Program.

Faculty who have received notice of non-reappointment are not eligible to
participate in the Program for the academic term(s) following notification
of non-reappointment.

Tuition assistance is not available to employees receiving allowances from
any other official sources, e.g. including the GI Bill, scholarships, grants-
in-aid, etc.

Employees who receive tuition assistance through this Program are required
to provide one month of employment for every $400.00 of wition assistance re-
ceived. Anemployee’s tuition assistance may not exceed $7,500 per fiscal year.

TUITION ASSISTANCE PROGRAM

A.

D.

Eligible employees may receive tuition assistance for up to six (6) credit
hours per academic term.

Employees may attend any accredited institution of higher education of-
fering courses in South Carolina.

An eligible employee’s department is responsible for funding the tuition
assistance and laboratory fees. Should an employee transfer to another
department while taking a course, the “new” department will be responsible
for providing assistance, if funds are available. It is the employee’s respon-
sibility to inform the “new” department that he/she is taking classes.

An employee must submit to the department head or designee, within 30
days of completing a course, copies of the grade report and canceled check
orreceiptof course payment. Anemployee must pass undergraduate courses
with a minimum grade of “C” and graduate courses with a minimum grade
of “B” to receive tuition assistance. Employees who audit a course must
provide evidence of acceptable attendance in addition to a grade report

showing a grade of “Au.”

E. Withdrawal from a course, regardless of circumstances, invalidates any

request for assistance, in whole or in part. Additionally, termination or
resignation from employment with MUSC invalidates prior approvals to
provide assistance for tuition and laboratory fees.

III. PROCEDURES FOR TUITION ASSISTANCE
A. Educational Plan

To assist departments with budgetary planning, an education plan should
be submitted if possible by the employee to their immediate supervisor
by the February prior to the next fiscal year (example: February 2008 to
attend courses during FY 2008-2009). The plan should include:

1. Thenameof the accredited college/university or institution the employee
will be attending,

2. Alist of the course(s) the employee will take and expected completion

date(s).
3. If pursuing a degree, the anticipated completion date.
4. Projected costs for tuition and laboratory fees.

5. Verification that the employee’s class schedule will not conflict with the
employee’s normal work schedule.

6. A statement agreeing to the service commitment of one month of
employment for each $400.00 of tuition assistance received.

IV. SERVICE COMMITMENT

A. Employees who participate in the Tuition Assistance Program will agree to

aservice commitment with the University fora period of time equivalent to
one month of full-time employment for each $400.00 of tuition assistance
received (example: $2,400 assistance = 6 months work commitment). The
service commitment is based on full-time employment. Therefore, service
time for part-time employees will extend over the number of months needed
to accomplish the equivalent service commitment. The service commit-
ment begins on the first day of the pay period in which tuition assistance
is paid.

Employees who receive tuition assistance must sign a promissory note upon
receipt of funds. The promissory form is available at http://www.musc.
edu/hrm/forms/promissory_note.doc. The service commitment transfers
with an employee who accepts another position within the University.

Employees, who are unable to complete the service commitment, must
repay the University upon demand all remaining monies that are due.

. The service commitment is not a contract of employment. Employees,

who are providing a commitment of service for receiving tuition assistance,
are employees at-will, as are other MUSC employees.

V. TAX REPORTING

MUSC does not have a qualified tuition reimbursement plan under IRC
§127. Therefore, tuition reimbursements represent taxable fringe benefits.
‘This means that these reimbursements are taxable income to the employee
and is subject to Federal, State, Social Security and Medicare tax withhold-
ings, but not subject to State retirement.

The net amount will be disbursed on a separate check with the employee’s

nextavailable regular pay check, using the supplemental wage withholding
guidelines as provided by the Internal Revenue Service. Tuition assistance
will be reported in the employee’s gross taxable wages on the W-2 form.



