EMPLOYEE STUDY PRIVILEGE HUMAN RESOURCES

Fl'eq uently Asked Questions COLORADD STATE UNIVERSITY

What employee classifications are eligible for the Employee Study Privilege Program?
Eligibility for the Employee Study Privilege Program includes:
« Academic Faculty and Administrative Professionals with Regular, Special, or Temporary appointments
of half-time or greater. This includes faculty on continuing or contract appointments;
= Faculty Transitional appointees are eligible for the same benefit available to full-time academic faculty;

» Post Doctoral Fellows, Veterinary Interns and Clinical Psychology Interns with appointments of 50% or
greater;

» Non-temporary State Classified employees with appointments of 50% or greater.
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Eligible employees with full-time appointments may register for up to nine (9) credits per Employee Study
Privilege Program benefit year (commencing Summer session and ending Spring semester).

Credits are prorated based on your appointment percentage:

= 100% appt. - 9credits
* 75-99% appt. - 7 credits
» 50 -74% appt. - Scredits
e under 50% appt. - 0 credits

What types of courses may I take?

The Employee Study Privilege Program allows one to take the following credit courses:
= Credit courses which are part of the Colorado State University Curriculum (as defined by the Colorado
State University General Catalog);
» Credit courses offered by CSU Online;
« Credit courses offered through the Reciprocal Study Privilege available at Colorado State University
(CSU) Global, Colorado State University Pueblo, and the University of Northern Colorado (UNC).

Note: Non-credit courses are not eligible under the Employee Study Privilege Program.

4. Does the Internal Revenue Code (IRC) require taxation of the Employee Study Privilege
Program benefits?

Yes. According to the IRC, taxation applies to graduate level educational benefits which exceed $5,250 per
calendar year (requires taxation for the amount an employee receives beyond this limitation).

For this purpose, a “graduate level course” will be treated as meaning any course taken by an employee
who has a bachelor’s degree or is receiving credit toward a more advanced degree, if the particular course
can be taken for credit (whether or not enrolled in a degree seeking program). Any course taken for credit
beyond an initial bachelor’s degree is taxable.

Example:
Total annual tuition = $9,656 - $5,250 (tax-exempt) = $4,406 x 22% (based on your tax bracket) = $969.32
(estimated amount deducted from the employee’s year-end pay advice).

The IRS prohibits tax-free education related to games, hobbies or sports that are not directly related to
seeking a degree at both the undergraduate and graduate level (e.g., music, art, horseback riding).



E What are eligible expenses under the Employee Study Privilege Program?

Eligible expenses include:

» Base Tuition — up to 9 credits per year (prorated based on appointment percentage).
» Undergraduate Differential Tuition — up to 9 credits per year (prorated based on appointmentpercentage).
= Graduate Differential Tuition — at least one credit must be utilized each semester to allow eligibility.

= University Facility Fee — prorated according to the number of study privilege credits utilized.
= College Charges for Technology — prorated according to the study privilege credits utilized.
= University Technology Fee — credited (fee waiver) to your student account.

= General Fees — credited (fee waiver) to your student account. This waiver removes your free access to
services under the General Fees including, but not limited to, the Student Recreation Center, CSU
Health Network, University Counseling Center other campus services.

Note: The University Technology Fee and General Fees will still be credited (fee waiver) to your student account even
if study privilege credits have been exhausted provided the Employee Study Privilege Registration Form is submitted.

Ineligible expenses include:

» Undergraduate tuition normally covered by the College Opportunity Fund (COF) — if you take a COF
eligible course in a manner that COF cannot be applied (e.g., you do not apply for and authorize COF or
you audit a course), the Employee Study Privilege Program will not cover the portion of tuition that would
have been covered by COF.

» Special Course fees — a list of associated courses with applicable fees is available at:
http://provost.colostate.edu/students/

After the exhaustion of available Employee Study Privilege credits, any remaining tuition, charges or
fees are not eligible for coverage or the College Opportunity Fund (if applicable).

E If my appointment percentage changes, will eligibility for the number of credits also change:

Yes. Eligibility for course credits is based on your appointment percentage at the time you apply for the
Employee Study Privilege Program. For example, if your appointment is 100% during the Summer session,
you are eligible for 9 credits. If you enroll in 6 credits, you have 3 credits to utilize for the next two semesters
of the Employee Study Privilege Program academic year. If during the Spring semester your appointment
percentage changes to 75%, total eligibility for credits would change to 7. Due to previously utilizing 6 credits
in Summer session, you would have 1 credit remaining to utilize for the Spring semester.

Note: The same philosophy applies if an appointment percentage increases, the number of eligible credits would increase.

Is the College Opportunity Fund (COF) available to assist with the course cost?

Employees registering at an undergraduate level who are classified as Colorado residents for tuition
purposes must apply for and authorize the use of COF. Failure to authorize COF will result in an additional
charge to your student account. For more information, please visit https://financialaid.colostate.edu/cof/f.

Note: Not all courses are COF eligible including placement credits (math or challenge courses), CSU Online courses and
courses taken with the grading option of audit. Undergraduate students registering for 600+ level courses are not eligible.

m Am | able to use the Employee Study Privilege Program to take courses at other institutions?

The Employee Study Privilege Program includes reciprocal provisions that allow you to take courses at
Colorado State University Global, Colorado State University Pueblo, and the University of Northern Colorado.
Enroliment requires your agreement to fulfill financial obligations and abide by the policies of the reciprocal
educational institution in which your student status is obtained.

Program eligibility shall be defined and determined by the Employee Study Privilege Program of Colorado
State University. Additional forms are required to gain pre-approval under the reciprocal provisions of the

Employee Study Privilege Program and are located at www.hrs.colostate.edu/benefits/study-privilege.html
and are submitted to Human Resources.
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On-Campus Instruction: A course may be added through the end of the Add period listed for the class. The
specific date for each course is listed on the online class schedule or in RAMweb. More information about
this date and other dates can be found by accessing the appropriate semester under Important Dates on the
Registrar’'s Office website You may register for courses through the end of the registration period. Note that
after the first week of classes many students will need instructor approval to add/register for a course.

CSU Online: The last day to register varies by course, visit www.online.colostate.edu for details.

Reciprocal Study Privilege Program: Subject to the institution rules in which your student status is
obtained (CSU Global, CSU Pueblo, and UNC).
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On-Campus Instruction: Policies vary; see below.

e Only reqgistered for 1 course:

If you drop your only course for the semester, you are completing a university withdrawal. Please
access University Withdrawal under the “Registration” section in RAMweb to process the withdrawal for
the term. Study privilege credits are forfeited for the defined benefit year. However, if the University
Withdrawal occurs within a term’s 100% refund period, study privilege credits are not forfeited.

Note: No courses or grades will be listed for that term. Be aware a notation will appear on your transcript indicating a
withdrawal was processed for the semester.

 Regqistered for 2 or more courses:

A course may be dropped through the end of the Drop period for the individual course. The specific date
for each course is listed on the online class schedule or in RAMweb. More information about this date
and other dates can be found by accessing the appropriate semester under Important Dates under the
Students section on the Registrar’s Office website. If you drop a course within the drop period but
remain a student for the term and enrolled in at least one course, the dropped course will not be
reflected in your academic record. Tuition and fees may be adjusted as a result.

Note: If you drop all courses you are completing a University Withdrawal. Please access the University Withdrawal link
under the “Records” section in RAMweb to process the withdrawal for the term.

e Summer Session Drop Policies:

A course, even if it is your only course, may be dropped through the end of the Drop period for the
individual course. Refer to the Summer Session website for registration information, (e.g. policies,
appeals, add/drop dates).

CSU Online: Drop, withdrawal, and University withdrawal deadlines for CSU Online credit courses differ
from University on-campus instruction deadlines. Any changes made to your class schedule may impact
your financial obligation to the University and eligibility for financial aid. It is your responsibility to verify that
the drop or withdrawal has been processed properly. Visit www.online.colostate.edu/fags/policies/drop-
policy.dot for information regarding the drop and withdrawal policy.

Reciprocal Study Privilege Program: Subject to the institution rules in which your student status is
obtained (CSU Global, CSU Pueblo, and UNC).

11. If | submit the Employee Study Privilege Program application, but subsequently drop a

course during the add/drop period, will these credits be forfeited?
On-Campus and CSU Online Instruction: Policies vary; see below.

» Only registered for 1 course:
If you drop your only course for the semester, you are completing a university withdrawal. Please
access University Withdrawal under the “Registration” section in RAMweb to process the withdrawal for
the term. Study privilege credits are forfeited for the defined benefit year. However, if the University
Withdrawal occurs within a term’s 100% refund period, study privilege credits are not forfeited.

e For summer, refer to Summer Session Drop Policies under Question 10.
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« Registered for 2 or more courses:

If you drop a course but remain a student for the term enrolled in at least one course, the dropped
credits will not be subtracted from your eligible credits available per Employee Study Privilege
Program benefit year (commencing Summer session and ending Spring semester) as long as the
course is dropped before the drop period ends for the individual course.
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On-Campus Instruction: Yes, you may withdraw from the course. Policies vary; see below.

e Only reqgistered for 1 course:

Once a semester has started, withdrawing from your only course is considered a university withdrawal.
Please access University Withdrawal under the “Registration” section in RAMweb to process the
withdrawal for the term. Study privilege credits are forfeited for the defined benefit year. However, if the
University Withdrawal occurs within a term’s 100% refund period, study privilege credits are not
forfeited.

 Reaqistered for 2 or more courses:

The course withdrawal period begins after the add/drop period and closes at the end of the eighth week
of the term. A “W” (withdrawal) will be recorded on your academic record except in the case of the 60-
credit English composition and mathematics requirements (see the All-University Core Curriculum
section of the general catalog). No drops may be made after the add/drop period. See also Class
Attendance Regulations in the All-University Core Curriculum section of the catalog.

o Tuition and fees will not be adjusted for withdrawals during the course withdrawal period. See also
Tuition and Fees Adjustments in the Financial Services for Students chapter of the catalog. Credit
hours for any withdrawn courses will count toward your yearly benefit maximum of nine (9) credit
hours (maximum credits available are prorated based on your appointment percentage).

o After the course withdrawal deadline, you will not be permitted to withdraw from an individual
course unless you have unusual circumstances and a Registration Appeal is submitted to the
Registrar’s Office and approved. (Students who will not successfully complete any courses for the
term should reference University Withdrawal policies and seek advising on their situation.) If a
Registration Appeal is approved, you will receive a grade notation of “W” unless the approval
specifies another grade. The credit hours for the withdrawn course will count toward your yearly
benefit maximum of nine (9) credit hours (maximum credits available are prorated based on your
appointment percentage).

CSU Online: Drop, withdrawal, and University withdrawal deadlines for CSU Online credit courses differ
from University on-campus instruction deadlines. Any changes made to your class schedule may impact your
financial obligation to the University and eligibility for financial aid. It is your responsibility to verify that the
drop or withdrawal has been processed properly. Visit www.online.colostate.edu/fags/policies/drop-policy.dot
for information regarding the drop and withdrawal policy.

13. Who should I contact if | have questions about my eligibility for the Employee Study

Privilege Program?

You may contact Human Resources at (970) 491-MyHR (6947) for the Employee Study Privilege Program
features and eligibility rules.

If you have questions regarding your student account (tuition or associated fees) please contact the
Registrar’s Office at (970) 491-4860 or CSU Online at (970) 491-5288.
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Your supervisor must pre-approve your enrolled courses. The ability to attend class during your normal work
hours requires supervisor approval and is based on the business needs of your department.

Time off for courses you are enrolled in initiated at the direction of the department to improve job skills are
generally classified as administrative leave and should be reflected as such.



15. Can | adjust my credits within the Employee Study Privilege Program benefit year once

processed?

«  Credits available under the terms of the program may not be reserved for future Employee Study
Privilege Program benefit years (commencing Summer session and ending Spring semester). Any
unused credits are forfeited from program eligibility.

 Once the Employee Study Privilege Registration Form has been processed, credits may not be adjusted
or transferred. For example: 1) Credits which have been approved for use in a prior semester may not
be reallocated to a future semester; 2) Credits which have been approved for use in the current
semester may not be reallocated to a past semester.
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Yes. The Colorado Statue defines a college student as any student who is enrolled for one or more classes
at a college or university and who is physically present at the institution. This includes students who are
auditing classes. Students must submit proof of measles/mumps/rubella (MMR) vaccinations or evidence of
immunity.

 Students born after January 1, 1957 must provide documented proof that they have received two
measles, one rubella (German measles) and two mumps vaccinations OR two combination MMR
vaccinations.

« Students born before January 1, 1957 are assumed to have been exposed to disease and are exempt
from this requirement. No documentation of MMR is required.

The above policy does not apply to students taking online courses.



