Back to Administrative Handbook  Table of Contents 

	MSUE Administrative Handbook: Human Resources

	[image: image1]

	  


 
	SUBJECT:
	MSU Extension Tuition Assistance Program for Master’s Degree Candidates

	  
	 

	POLICY:
	Limited tuition and fee reimbursement may be authorized to eligible MSUE academic staff members toward the completion of a first master’s degree, beginning with the Fall 2008 semester (retroactive reimbursement is not available). 

	  
	 

	APPLIES TO:
	MSUE provost-appointed academic staff members who have not previously obtained a masters or terminal degree. 

	  
	 

	PROVISIONS/RESTRICTIONS:

	  
	1.   The Tuition Assistance Program is not an entitlement – no MSU Extension employee is guaranteed initial or continued participation.

2.  Participation/Eligibility: 

      Applicants and/or participants in this program must: 

· Be employed as an MSUE academic staff member at least half-time FTE and currently be receiving a pay check from MSU Extension. 

· Maintain satisfactory job performance by attaining a “meets expectations” or “exceeds expectations” rating on each of his/her annual performance reviews. 

· Not have already attained a master’s degree. 

· Have an approved professional development plan that includes identification of the degree being sought and a projected schedule for completion. 

· Pursue a master’s degree with accredited institution. 

· Have been accepted into a master’s degree program that is relevant to MSU Extension and part of a planned, approved program of study.  (Note: If final, written acceptance has not been received from the institution, employee may make application for participation with the understanding that any approval and/or reimbursement will be contingent upon proof of acceptance.)
· Be committed to remaining with MSU Extension for at least one year following the most recent reimbursement of tuition and/or fees. 

· Complete and submit the required tuition assistance application for participation and associated documents. 

· Satisfactorily complete all class requirements, maintain at least a 3.0 average on a 4.0 system (the equivalent of a B average or better), and sustain the minimum course load delineated in the approved application. 

· Submit timely, electronic tuition reimbursement requests with supporting documentation. 

3.  Applications for selection into the Tuition Assistance Program are reviewed and awarded twice a year, known as Application Periods.

4.  This program is intended to provide assistance for tuition, registration and laboratory fees.  Books, exams, travel or other costs are not eligible for reimbursement.  Any reimbursement amount over the IRS tax limit for tuition assistance is considered a taxable fringe benefit and is subject to appropriate taxation.  

5.  The Director of Extension will review funding availability annually as well as determine the reimbursement maximum.  Tuition reimbursement funding determination is made according to the established priorities and the availability of funds. Once a master’s degree program application is approved, reimbursement will continue for the preapproved classes, provided that the MSU Extension Director determines that funding exists and that the participant continues to meet the eligibility criteria. (See Number 2, above) 

6. An employee whose employment is terminated while enrolled in an approved class may be eligible for reimbursement for that class.  If an employee is terminated due to a reduction in the workforce, s/he will be reimbursed upon successful completion of the class, as defined in this policy.  An employee who, prior to completing a class, voluntarily leaves MSU Extension or is terminated for cause or because s/he failed to meet performance expectations will not be reimbursed.

The Master’s Degree Tuition Assistance Program is a separate and distinct program and does not replace the study leave policy in any way. 

	Procedures:
	 

	 

	  
	Refer to the MSU Extension Tuition Assistance Program for Master’s Degree Candidates for specific procedures, requirements and forms.

Login to the portal is required to access these procedures and forms.  
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