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THE UNIVERSITY OF THE WEST INDIES

REQUEST FOR TUITION EXEMPTION FOR ACADEMIC, SENIOR ADMINISTRATIVE AND PROFESSIONAL STAFF
	Please read the following instructions carefully before completing this form

	Tuition Exemption for Members of Staff

	The following full-time members of the Academic Staff, Senior Administrative Staff and Professional Staff of the grade of Instructor and above will be allowed to register for higher degrees (or for other University qualifications, including first degrees) on the payment of examination fees ONLY:

i. Staff on contract for two or more academic years;

ii. Staff on contract for one year, provided they had been in the full-time employment of the University in the preceding academic year.

iii.     Staff who qualify under (i) above will be eligible for the benefit from the beginning of the contract, while 

         staff who qualify under (ii) will be eligible, once they are in that subsequent one-year contract.  This 

         provision applies for only as long as the staff member is in the full-time employment of the University.

 Tuition exemption for staff shall be granted subject to the following conditions: 

I. Staff agree to be bonded to the University for a period to be determined by the duration of the tuition exemption granted;

II. Staff must maintain the minimum performance standards set by the University for students in the programme for which the member of staff has been granted a tuition waiver.

A.  Tuition exemption for staff employed in UGC/CGC funded programmes/positions 

Where a staff member is  employed to the University in a Department, Programme or Unit that is UGC/CGC funded and he/she wishes to pursue a programme/course of study in a UGC/CGC funded programme/course, the University through the University/Campus Appointments Committee shall provide exemption from tuition for him/her if the following criteria are met:

i. The programme of study is one of the priorities for the University/Campus approved by the University/Campus Appointments Committee; or 

ii. The programme of study is directly related to the upgrade /improvement of his/her qualification for his/her existing Job; or

iii. The programme of study can be established to be a valid part of the career plan for the member of staff and it is relevant to the University/Campus
       B.   Tuition exemption for staff employed in Non-UGC/CGC funded programmes/positions

Where a staff member is  employed to the University in a Department, Programme or Unit that is Non- UGC/CGC funded and he/she wishes to pursue a programme/course of study in a UGC/CGC funded programme/course, the University through the University/Campus Appointments Committee shall provide exemption from tuition for him/her if the following criteria are met:
i. The programme of study is one of the priorities for the University/Campus approved by the University/Campus Appointments Committee; or 

ii. The programme of study is directly related to the upgrade /improvement of his/her qualification for his/her existing Job; or

iii.      The programme of study can be established to be a valid part of the career plan for the member of staff       

          and it is relevant to the University/Campus 
C.     Tuition exemption for staff pursuing Non-UGC/CGC funded programmes 

Members of staff shall be granted tuition exemption for Non-UGC/CGC funded programmes by the University/Campus Appointments Committee if the following criteria are satisfied:

I. The programme of study is one of the priorities  for the University/Campus approved by the University/Campus  Appointments Committee; or

II. The programme of study is directly related to the upgrade/improvement of his/her qualifications for  his/her existing job; or

III. The programme of study can be established to be a valid part of the career plan for the member of staff and it is relevant to the University/Campus;

IV. In addition to (i) or (ii) or (iii) above, the number of tuition exemptions granted per programme shall not exceed 5% of the enrolment required to achieve the income projected by the University for that programme. If the enrolment falls below that projected by the University no tuition exemption shall be granted.
B.  Tuition Exemption for Dependents and/or Spouses of Members of staff
Spouses and dependents of all full-time employees of the grade of Instructor and above who are eligible for the remission of tuition fees under  clause 11 (1 ) a and b in the May 3, 2013 agreement , on acceptance  for entry at the University, are exempt from paying tuition fees and economic costs (including examination fees where compounded) provided that:

i. They are not in receipt of a scholarship or any other award which includes payment of tuition fees;

ii. The full-time employees concerned remain in the service of the University or are in receipt of a pension from the University.

iii. Three (3) tuition exemptions shall be available to spouse and/or dependents. Only one (1) of these can be used for a graduate programme, the other two shall be available for undergraduate programmes. 
iv. The one (1) graduate programme exemption may be accessed by a spouse and /or dependent who has already received an exemption from an undergraduate programme.
v. Dependents and/or spouses must complete their degree in the time allotted by the University normal completion. 
               Section A  of this form must be completed by the staff member and  Section B must be completed by the 
               dependent of the staff member and requires information concerning student registration status.

i. Where the staff member is eligible, and is requesting the benefit for his/her dependent, both Sections A and B must be completed.  
ii. Where the individual is both Staff and Student, he/she should complete Section A only.

P.S   The form will not be accepted without the Staff Member’s ID Number and signature or in the case of 

         Dependents, his/her Student Registration Number and signature.



	

	


	SECTION A                              (To be completed by STAFF MEMBER)

	STAFF ID#: ___________________________________STUDENT ID#:_________________________________
NAME:_______________________________________________________________________________________________
SURNAME


FIRST NAME

MIDDLE NAME

TELEPHONE: (Work) _____________________ (Home)__________________________ (Mobile)__________________

POST (TITLE):__________________________________ DEPARTMENT:__________________________________________
I agree to the conditions and certify that the information provided on this form is true and accurate.
_________________________________________

Date _____________________________________
Signature of Staff Member


                      



	If staff member is also a student, please complete section below:            
The programme of study for which you are seeking enrolment: UGC/CGC funded (  Non-UGC/CGC Funded  (
The programme of study is  (Select the appropriate box/es below):

· A priority for the University/Campus approved by the University/Campus Appointments Committee              (
· Directly related to the upgrade /improvement of his/her qualification for his/her existing Job                        (
· Established to be a valid part of the career plan for the member of staff and it is relevant to the                   (     University/Campus                                                                                                                                                  
The conditions of the waiver are as follows:

1. I agree to be bonded to the University for a period to be determined by the duration of the tuition exemption granted; and

2.  Understand that I must maintain the minimum performance standards set by the University for students in the programme for which I have been granted a tuition waiver.

3. Understand that the programme of study must be completed in the time allotted by the University for normal completion. 

FACULTY OF REGISTRATION:_______________________________________________Academic Year__________________
PROGRAMME ENROLLED:_______________________________________________________________________________
Diploma  (                                 Certificate  (                     Degree  (                             Postgraduate  (       
PLEASE INDICATE THE YEAR FOR PROGRAMME OF STUDY: 1st Year (      2nd year (       3rd year (        4th year & over (

	SECTION B                     (To be completed by STAFF DEPENDENT)

	STUDENT ID #: __________________________DATE OF BIRTH:_______________________CAMPUS__________________
NAME: __________________________________________________________________________________________________

            SURNAME


      FIRST NAME

       MIDDLE NAME

The definition of “Dependent child” and spouse shall be guided by the definitions in Section 1 of the Rules for Academic Staff, Senior Administrative Staff and Professional Staff.
RELATIONSHIP TO STAFF MEMBER:   Spouse     (  
         Child     (           Other ___________________________ 
                                                                                                                                                   Please specify    
ENROLMENT STATUS:       Full-time (         Part-time  (         Other ___________________________








  Please specify
PLEASE INDICATE THE YEAR FOR PROGRAMME OF STUDY:    1st Year (     2nd year (      3rd year (      4th year& over (
FACULTY OF REGISTRATION:________________________________________________Academic Year_________________     
PROGRAMME ENROLLED:__________________________________________________________________________________
A) Diploma  (       Certificate  (       Degree  (       Postgraduate  (       
B)   UGC Funded  (       Non-UGC Funded (              Are you in receipt of a Scholarship        Yes   (      No   (      

I certify that the above information is true accurate. 

__________________________________________

Date _____________________________________
Signature of Dependent 


                      

	For Official Use Only
Approved by………………………………………………………………         Date.......................................................................................           

                              For Campus Registrar


Please Print On Legal Sized Paper                                                               HR 204
No form will be accepted after June 30 
                                             Version 1-08

