NJIT

Tuition Remission Policy

All Tuition Remission Plans described in this Policy are subject to the availability of
funds as determined by the President of the University. While NJIT expects to continue
the Tuition Remission Program as a benefit for employees, it reserves the right, subject to
contractual obligations or other limitations, to modify or discontinue the Plan should it
become necessary or advisable. To the extent that collective bargaining agreements
contain different provisions, such provisions shall be controlling.

Overview

New Jersey Institute of Technology (hereinafter “NJIT”) recognizes the importance of
investing in Tuition Remission for its employees. To this end, NJIT’s Tuition Remission
Policy provides eligible employees and their dependent child(ren) with the opportunity to
advance their education, and provides employees with a means to achieve, maintain or
enhance existing professional skills. The Policy summarizes who may participate in the
Plan, what programs qualify for reimbursement, and how to apply for Tuition Remission
assistance. The Human Resources Department is responsible for Plan administration.

The Program

A. General Eligibility for Employees:

1. Tuition assistance is available to full-time employees and part-time
employees who work a minimum of 20 hours per week, and members of the Air
Force Reserve Officers’ Training Corps (AFROTC). Adjunct faculty, temporary
workers, consultants, leased or contracted individuals and other employees who
work fewer than 20 hours per week, are not eligible for tuition remission benefits.

2. Eligibility begins after one year of continuous employment at NJIT and
continues while the employee is actively employed when course(s) are completed.
The employee must be admitted in an undergraduate or graduate degree program
as a matriculated student, or be admitted to a university credit-bearing certificate
program.

B. General Conditions of Program for Employees:

1. Costs and Associated Expenses: An eligible employee must meet the
administrative and academic requirements and follow all admissions and
registration procedures. The cost of fees, textbooks, laboratory breakage, travel
(where applicable) and other incidental expenditures are the responsibility of the
employee. Any penalties associated with late submission of forms and any other
documents are the responsibility of the employee.




Coverage:

(a). General:

(i.) Approved programs, which include both degree programs and credit-
bearing certificate programs, must provide an employee with the skills and
competencies that can be applied to a specific career development program.
Approved programs must be related to an employee’s career at NJIT and
support the goals and objectives of the university. This determination shall
be made by the area Vice President with the consultation and approval of the
Vice President for Human Resources.

(ii.) The Plan does not reimburse for professional seminars, continuing
education, conferences, workshops, licenses, licensed examinations, entrance
exams, non-credit-bearing certificate programs and non-academic courses.
Funds may be available from the employee’s department to cover non-credit
bearing courses and certifications that are not eligible for tuition remission
benefits.

(iii.) When departmental funds are used to cover tuition costs, employees
may take non-matriculating college credit courses to enhance their on-the-
job skills, provided they receive advance written approval from the
appropriate Department Head/ Dean and area Vice-President.

(b.) Programs at NJIT:

A maximum of two (2) credit bearing courses, per Fall or Spring semester, or
Summer, may be taken by full-time employees at NJIT for a maximum of (6)
courses during the year. This includes thesis supervision/dissertation.
Thesis courses are paid only for the minimum required for the program.
Eligible part-time employees may enroll in one (1) course per Fall, Spring, or
Summer semester, up to a maximum of three (3) courses during the year.

(c.) Programs Taken at Other Colleges/Universities:

(i.) Course Limits:

A maximum of two (2) credit-bearing graduate or undergraduate courses,
per Fall or Spring semester, or Summer, for tuition only, up to a maximum
of the NJIT in-state per credit tuition rate, may be taken by the employee at
another accredited college or university, for a maximum of six (6) courses
during the year. This includes thesis supervision/dissertation. Thesis
courses will be paid up to a maximum of the tuition rate at NJIT. Tuition
balances that exceed the NJIT in-state per credit tuition rate at another
accredited college or university, and all fees, are the responsibility of the
employee.



(ii.) Cross Registration:

Tuition costs for courses taken at Rutgers-Newark or Essex County
College during the Fall or Spring semesters are eligible for tuition
remission if the employee cross-registers for a mandatory course that is
not offered at NJIT.

(i) On-Line Courses:

Many on-line accredited colleges and universities operate on a lesson or
unit basis rather than by semesters. The employee must provide a
statement from the college or university showing the total number of
lessons or units in the course, the total cost for the course (less fees and
cost for books and other equipment), and the amount of tuition paid, if
applicable, and submit the final grade upon completion of the course.
Tuition for on-line courses will be paid up to the maximum in-state per
credit tuition rate paid for courses taken at NJIT.

3. Other Requirements and Conditions for Employees:

(a.) Primary Employment Obligation:

Tuition assistance approval does not excuse the employee from work.
Employees are expected to schedule classes that do not conflict with regular
working hours. If a course is only available during work hours, the
employee’s supervisor will decide whether or not to release him or her from
work to attend the class based on the work requirements of the department,
charging leave banks where appropriate. Employees are expected to make up
lost work time.

(b.) Spouses:

Neither the employee’s spouse, domestic partner nor civil union partner is
eligible to receive tuition benefits.

(c.) Separating from NJIT:

If an employee terminates employment with NJIT, whether voluntarily or
involuntarily, reimbursement will be paid for courses successfully completed
before the last day worked. Employees who leave the employ of NJIT before
completing the course must reimburse the university.



C.

Eligibility for Dependent Children:

1.

3.

Employment Status of Parent:

(a.) Eligibility for tuition remission as an NJIT student (including NJIT
cross-registration programs) begins immediately upon employment of the
parent at NJIT. Tuition remission benefits for dependents are not available
for programs at other universities that are not part of an NJIT-affiliated
program.

(b.) The parent of the child must be regularly employed on a full-time basis
as of the first day of the course. To remain eligible, the dependent’s parent
must maintain full-time employment with the university. If the parent
separates from NJIT after the child begins a semester, whether voluntary or
involuntarily, or due to death or disability, eligibility will continue during the
semester, but end upon completion of the semester.

Definition of Dependency:

(@) A dependent child shall be defined as a child who is dependent upon the
employee for support as defined by the Internal Revenue Service, and
claimed as a dependent on the employee’s federal income tax return. The
university reserves the right to request a copy of the parent or legal guardian’s
federal income tax return.

(b.) The dependent child must be the biological child, adopted child,
stepchild, or ward of the employee and must be the employee’s dependent
(documentation is required).

(c.) The dependent child must be less than 23 years old at the time of
enrollment. Married children are not classified as dependents, and are not
eligible for tuition remission benefits.

Requirements and Conditions for Dependents:

(@) Dependent children must register for a full-time, matriculating,
undergraduate program at NJIT for the child’s first baccalaureate degree.
Dependent children must be registered for no fewer than 12 credits and not
more than 19 credits per semester. The Plan does not cover graduate courses
for dependent children. The dependent child may register as part-time only
during the last semester of his or her senior year.

(b.) Dependent children must meet the university’s academic admissions
requirements and follow registration procedures. The cost of textbooks, fees,
travel, laboratory breakage and other incidental expenditures are the
responsibility of the employee.



(c.) Dependent children will receive tuition assistance for only one summer
course. Eligibility for tuition remission during the summer will require written
approval of the student’s academic advisor and will count as one semester of
tuition assistance.

D. Other Program Requirements Applicable to All Eligible Participants:

1. Satisfactory Academic Progress:

The employee or dependent must maintain satisfactory academic progress in order
to maintain eligibility.

2. Scholarships, Grants, G.l. Bill Benefits:

(@) The plan will not pay for any course more than once, and it will not
duplicate other educational assistance the dependent may be receiving, such as
scholarships, veteran’s educational benefits or other financial aid. In no case
will tuition be granted beyond 10 terms for a 4 year program or beyond 12
terms for a 5 year program.

(b.) After scholarships, grants, G.I. Bill benefits, and other third party grant
sources of payment, if any, have been applied to tuition and fees, the
remaining balance of tuition and fees (if applicable) shall be eligible for waiver
in accordance with the terms of this policy.

3. Courses Taken During Previous Semesters:

Tuition cannot be approved retroactively for courses taken during previous
semesters.

4. Auditing or Repeating a Course:

Tuition Remission will not be granted if the employee or dependent chooses to
audit a course and therefore does not receive a grade. Tuition Remission does not
cover the cost of tuition for courses that the employee or dependent elects or is
required to repeat.

5. Reimbursement:

(a.) Prior to the grant of Tuition Remission benefits the employee must complete
the required Tuition Remission Form making his or her request and authorizing
NJIT to deduct from his or her salary any amount that may become due under the
Tuition Remission Program because of the receipt by the employee and/or his or
her eligible dependent of a grade of less than “C”, Fail or Incomplete.



(b.) Reimbursement for employees and/or their eligible dependents can be paid
through the Bursar’s Office, or through payroll deductions set up through the
Payroll Office.

6. IRS Taxable Income:

The Tuition Remission benefit may be considered taxable income in accordance
with the Internal Revenue Service (IRS) regulations. NJIT will determine
whether or not the benefits received from the Tuition Remission Plan are subject
to withholding as compensation, based on the provisions of the Internal Revenue
Code. The sections of the tax code that govern whether or not NJIT must
withhold tax on a reimbursement are subject to change.

7. Grades:

(a.) Submission Deadline:

Employees and their dependents taking courses at NJIT are not required to submit
grades. Final grades will be obtained by the Human Resources Office through the
SIS system. Upon the completion of a course, employees taking courses outside
of NJIT are required to submit a transcript of their final grades to the Human
Resources Office within 30 days of completion of the course(s). If grades are not
submitted, tuition reimbursement will not be processed for the following
semester.

(b.) Grades of “C” or Better; Pass:

The employee or dependent must maintain satisfactory academic progress in order
to maintain eligibility. If a course is not completed, or the employee and/or
dependent receives a grade below a “C”, or in a Pass/Fail course the course is
failed, the cost of tuition for the course(s) must be repaid by the employee to the
university at the per credit rate.

(c.) Grades Less than “C”, Fail or Incomplete — NJIT Reimbursement:

As noted, the employee shall be responsible for the costs of taking the course and
must reimburse NJIT for the cost of tuition and fees, if applicable, for courses
taken by the employee or his/her dependent for grades of , “D” (deficient), “F”
(failed), or failing to convert a grade of “I” (incomplete) to a grade of “C” or
better within one (1) semester. Reimbursements for dependents will be calculated
on the per credit rate charged. The employee will be required to make
arrangements with the Payroll Office to reimburse the university tuition remission
benefits paid on behalf of the employee and/or their dependent.



If the employee does not agree to make arrangements to reimburse the university,
further tuition remission benefits will be denied, and the university reserves the
right to commence automatic payroll deductions from the employee’s salary not
to exceed ten percent (10%) of the employee’s bi-weekly salary until the full
amount due is paid. As noted above, by signing the Tuition Remission Form, the
employee authorizes NJIT to deduct the reimbursement from their salary.

(d.) Withdrawing from a Course:

If an employee or his or her dependent withdraws from an NJIT course after the
Registrar’s Office withdrawal deadline date, (the add/drop period) the employee
must reimburse the university. If an employee withdraws from a non-NJIT
course, the employee must reimburse the university if NJIT paid for the course.

Procedures for Applying for Tuition Remission:

1. Initial submission of the applicable forms for tuition remission approval must
be filed thirty (30) business days prior to the start of the semester. Thereafter, the
employee must complete and submit a Tuition Remission Form before the
beginning of each semester. The appropriate documentation must be attached to
the tuition form, and the form must be signed by the employee and approved by
the employee’s Department Head/ Dean and area Vice President. Incomplete
forms will be returned.

2. When all approval levels have been met, the Tuition Remission Form must
be submitted to the Human Resources Office for processing.

3. Employees who are requesting tuition remission benefits for their eligible
dependents must complete a Tuition Remission Form at the beginning of each
semester. The form must be signed by the employee, and approved by the
employee’s Department Head/ Dean and area Vice President. Adequate
supporting documentation must be submitted to support the amount of the
benefits requested. Supporting documentation can include Bursar’s Office
statements, financial aid information and course statements from the registrar, or
other documentation, as requested.

4. Tuition Remission Forms are available in the Human Resources Office or can
be downloaded from the HR website at www.njit.edu/humanresources

5. If courses are taken at another accredited college or university, the enroliment
form, invoice or proof of payment must be attached to the Tuition Remission
form.
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