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(A)	Summary.  To establish eligibility of tuition remission for employees, spouses of employees, and children of employees.  
(B)	Purpose.  To standardize the process for approving tuition remission eligibility.  
(C)	Scope.  This administrative policy applies to full-time and part-time employees; active employees; deceased employees; retired employees; spouses of active, retired or deceased employees; and children of active, retired or deceased employees.  
(1)	Definitions.  Children are defined below as for purposes of this administrative policy.  
(a)	APAS – biological children, legally adopted children, or stepchildren of a bargaining unit employee.  
(b)	ACE – biological children, legally adopted children, or stepchildren of a bargaining unit employee or children for which the employee has been granted a legal guardianship.  
(c)	FOP – biological, legally adopted, or stepchildren of a bargaining unit employee.  
(d)	OEA – biological children, legally adopted children, or stepchildren of a bargaining unit employee.  
(e)	Professional administrative – biological children, legally adopted children, stepchildren, or children for which the employee has been granted legal guardianship.
(D)	Procedures.  
(1)	To be eligible for tuition remission, an individual must first be admitted to the university through the admissions office.  Upon meeting the university’s admission requirements, an eligible individual may enroll in undergraduate or graduate classes.  
(2)	Eligible employees must apply for remission for each academic semester.  For purposes of this policy, academic semesters are the summer, fall, and spring terms.  
(3)	To request remission, an employee, spouse, or dependent of an employee must properly complete the university’s application/ affidavit found on the Employee Resources webpage or here.  
(4)	Employees must provide any information requested by the university including, but not limited to, copies of marriage licenses, birth certificates, legal guardianship and certificates of adoption to assist the university in determining that the child or spouse is eligible for tuition remission.  
(5)	An employee who is seeking remission for an expired term must contact the bursar’s office, as the bursar’s office has exclusive decision-making authority over these matters.  
(6)	Dependent children shall be eligible for fee remission to the end of the academic year during which they reach age twenty-five (25).  
(7)	Employees who separate from the university while the employee, the employee’s spouse, or the employee’s children are enrolled in courses or accelerated online programs or full semester programs, through the university will continue to receive tuition remission through the end of the semester in which the employee separates from the university.  
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