NORTHWEST NAZARENE UNIVERSITY

EMPLOYEE AND DEPENDENT ACCESS TO TUITION REMISSION

FOR THE STEP PROGRAM

 (August 2003, revision Nov 2007)

Employees and their dependents are generally entitled to tuition remission benefits with regard to the undergraduate courses/programs offered by the university, as provided in the various employee Policy Manuals.  Since the adoption of these benefit provisions, the university initiated an accelerated delivery degree program (commonly known as the STEP Program).  This program includes general education courses in addition to the Business courses required to receive a Bachelor’s Degree in Business Administration.
The STEP Program is fundamentally different from the traditional undergraduate program (which was the only undergraduate alternative at the time that the benefit provisions were adopted).  Due to its accelerated delivery and evening session format, the budgetary impact of the tuition remission for those in this program is significantly larger than originally anticipated by the existing tuition remission benefit provisions.  In an effort to acknowledge and manage the unique impacts of the STEP Program as it applies to the tuition remission benefit, the President’s Cabinet believes that it would be helpful to adopt additional conditions that will apply to employees’ tuition remission benefit as applied to the STEP Program, effective with the 2003-04 academic year.  (This new policy shall not apply to employees already enrolled in a STEP cohort as of September 1, 2003.)

1. The STEP Program is not available to an employee’s spouse and/or dependents (in part or as a whole) as an employer benefit.

1.
An employee’s ability to enroll in STEP program pursuant to this policy is on a “space available basis;” that is, no employee may displace a paying student.  Likewise, in determining whether there are enough students enrolled for a STEP course/cohort to justify teaching the course/cohort, employees enrolled pursuant to this policy shall not be counted in making such determination.  In no event may more than two NNU employees, and no more than one from any one sector, first begin taking STEP courses (including general education courses) in any one semester (Fall, Spring, or Summer),  pursuant to this policy.

2.
Any employee attempting to access this benefit must apply for, and be accepted into, the courses/program in the same manner as any other student and under no circumstances begin attending classes prior to notification by the HR office of approval of tuition remission.

3.
The tuition remission benefit will extend only to the tuition portion of the cost of the STEP course/program.  In other words, the employee shall be required to pay the portion of the STEP course/program cost that is assigned to books, supplies, fees, travel costs, and other non-tuition student costs.

4.
The employee shall be required to sign an agreement that provides that the employee shall be responsible to reimburse the amount of the tuition remitted if the employee fails to continue in the employment of NNU for at least two academic years following the completion of the course/program.
5.
Access to the tuition remission benefit must be initiated by an employee’s request directed to the employee’s supervisor, who will determine the potential for impact on the employee’s ability to continue performing his/her job responsibilities while in the STEP Program.  If the supervisor is in agreement with the request, the supervisor will send a written recommendation to the sector Vice President, who will carry the recommendation to the President’s Cabinet for final approval.  A final decision on approval of any recommendation is subject to the discretion of the President’s Cabinet.  Once an employee has been approved pursuant to this policy, notice of the approval shall be given to the university Controller and the Human Resource Director by the relevant sector Vice President.
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