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Employee Tuition Waiver Application
	

	
	Instructions & Guidelines
	

	
	This form should be completed during the student application process (before course registration) and returned to the Human Resources Department (RT 9th Floor) prior to beginning classes each semester that the waiver is requested.  Questions may be directed to humanresources@csp.edu or 651-641-8846.  Independent Study, Private Music Lessons, and any associated activity fees are not covered by the Tuition Waiver Benefit

· The University reserves the right to deny the tuition waiver for limited enrollment programs

· Tuition above the standard rate will be billed to the student in addition to the percentage of tuition and applicable fees not covered by the waiver 

· Supervisor approval must be granted and arrangements to complete lost work time must be made for courses  meeting during the employee’s work schedule 

· An employee must be performing the roles & responsibilities of the current position at a satisfactory level to be eligible to receive the tuition benefit
· The supervisor’s signature indicates acknowledgement of satisfactory performance 
· The tuition benefit may be rescinded or suspended should the employee’s performance fall below satisfactory 

· You will be notified by HR upon approval of the waiver and the applicable waiver will be applied to your student account after census day each semester for which the waiver is approved

For the full tuition waiver policy, visit http://concordia.csp.edu/HumanResources/Policy/index.html. 
	

	
	General Information
	

	
	Employee Name:
	     
	CSP ID:
	     
	

	
	Semester:
	     
	Program of Study:
	     

	
	Signatures & Approvals
	Tax/Waiver Point Evaluation
	

	
	I understand that this waiver is an employee benefit dependent upon established and continued satisfactory performance. This benefit is considered taxable income to me (as defined by current IRS regulations). Any additional taxable income will be added to my annual gross income. Payroll Taxes may be withheld against this amount.
	HR Office Use Only
	

	
	
	Tax Evaluation
	
	

	
	
	Tuition $ YTD:
	Date of Hire:
	

	
	
	Tuition $ Term:
	FTE:
	

	
	
	
	Eligible for Grant:
	

	
	
	
	

	
	Employee Signature                                         Date
	Human Resources Processor                   Date
	

	


