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I.            Policy

The University offers a tui�on support program to increase the career opportuni�es available to staff members,
enhance their performance and encourage professional growth. To qualify for tui�on support under this program, a
staff member must take the course for credit and must successfully complete the course as defined below (see
sec�on II. C.). Tui�on support under this policy may be paid as either a reimbursement or an advance, at the op�on of
the staff member (see sec�ons II. F. and G.).

II.            Regula�ons and Defini�ons

A.  Staff member eligibility

A staff member is eligible for tui�on support if he or she:

is currently employed at the University of Michigan in a regular non-bargained-for full-�me appointment, or
part-�me appointment of at least 50%, and

has been employed at the University of Michigan in one of the above classifica�ons for at least six consecu�ve
months at the �me of enrollment for the class, and

intends to, and does, remain on the ac�ve payroll during the en�re term of the class at the same or at a
greater appointment frac�on than that held by the staff member at the �me of enrollment, and

takes the course for credit, and

successfully completes the course, which is defined for purposes of this policy as receiving a grade of “B” or
be�er for graduate level courses and a grade of “C” or be�er for all other courses, and

provides the required documenta�on in a �mely fashion (see sec�ons II. F. and G.).

    B.  Criteria for courses

To qualify for tui�on support, the course must be job-related or related to career opportuni�es within any area
of the University of Michigan, including Michigan Medicine.  A course qualifies if it meets any of the following
requirements:

is taken to complete the requirements for a high school diploma

is a basic course in reading, wri�ng, or mathema�cs

will contribute toward enhanced performance in the staff member’s present posi�on, for example by upda�ng
and improving knowledge and skills that will enable the staff member to more effec�vely perform his or her
current du�es
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will help the staff member qualify for considera�on for a higher level posi�on at the University to which the
staff member may reasonably aspire and for which there is probable opportunity for advancement

is a required or elec�ve course taken to complete the requirements for an associate degree or bachelor’s
degree, second bachelor’s degree, master’s degree or second master’s degree.

Accredited Educa�onal Ins�tu�ons. Courses must be taken from accredited educa�onal ins�tu�ons including
those approved under government educa�on and training programs such as those under the Veterans
Administra�on Program.  The Department of Educa�on and the Council for Higher Educa�on
Accredita�on (CHEA) maintain directories of na�onally recognized and specialized accredi�ng agencies,,

Non-eligible Programs. Workshops, seminars, management development programs, special examina�ons for
admission to degree programs, and private consultant refresher courses to take examina�ons such as C.P.A.
cer�fica�on and admission examina�ons are not eligible for reimbursement under this policy. Support for these
programs may be provided by unit policies for professional development purposes.  Staff members should
consult with their supervisors for more informa�on.

Courses in graduate professional programs in Law, Medicine, and Den�stry and courses in any degree program
beyond the Master’s level are specifically excluded from this program.

C.  Amount of Support

General Terms. The amount of tui�on support is calculated based on tui�on and registra�on fees only. Other
fees and expenses are not covered under this program, except for technology fees which are required by some
non-University of Michigan courses. Tui�on support is calculated using the in-state tui�on rate (where
applicable), regardless of the residency status of the staff member, and is based on the tui�on rate in effect at
the �me of the request. For part-�me employees, tui�on support is calculated on a pro rata basis according to
the staff member’s appointment frac�on on the date the request for tui�on support is approved.
The decision to grant tui�on support and/or a work accommoda�on is discre�onary with the unit supervisor
and is based on the supervisor’s assessment of a number of factors, including an�cipated needs of the unit,
available resources of the unit, and the mo�va�on and poten�al of the staff member making the request.
An employing unit may, in its discre�on, offer a Tui�on Support Policy that provides a benefit greater or more
advantageous to its employees than the benefit set forth below.
 
University of Michigan Courses. Full-�me staff members are eligible for 75% of the cost of in-state tui�on plus
registra�on fees up to 4 credit hours per term, and 12 credits per year. Part-�me staff members with a 50% or
greater appointment are eligible for tui�on support propor�onal to their appointment frac�on. For example, a
staff member with an 80% appointment would be eligible for a tui�on advance of 80% of 75%, or 60% of the
sum of in-state tui�on plus registra�on fees.
 
Non-University of Michigan Courses. In the past, the amount of tui�on support was based on the tradi�onal
four-hour course per three-term academic year:  fall, winter and spring/summer.  Coursework has evolved to a
variety of delivery models and lengths, both residen�al and online, that are no longer �ed to a tradi�onal fixed 3
semester defini�on.  Therefore, tui�on support for non-University of Michigan courses will not rely on those
defini�ons.  Full-�me staff members are eligible for tui�on support for 75% of the in-state tui�on, registra�on
and technology fees up to the annual capped amount for the current year which may be found on the UHR
Procedures website at  h�p://hr.umich.edu/procedures/spg201-69.html.  Part-�me staff members with a 50% or
greater appointment are eligible for tui�on support propor�onal to their appointment frac�on. 
 
Tax Implica�ons. The Internal Revenue Code (IRC) requires repor�ng and withholding of income and FICA taxes
for Tui�on Support for graduate studies, whenever those payments exceed $5,250.00 annually for each
employee. Tui�on advances/reimbursements, exceeding $5,250.00 in a calendar year, for graduate level courses,
will be considered taxable income and will be reported to the Internal Revenue Service. Federal, state and FICA
taxes will be withheld on any amount in excess of $5,250.00

D.  Work Schedule Accommoda�on
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To the extent possible, staff members should plan to take courses scheduled at �mes that will not require
absence from work during regular work hours.

In the event a�endance at an approved course will necessitate an absence during normal work hours, various
accommoda�ons are possible, depending on the needs of the unit and the staff member. Any accommoda�on,
including release �me, is granted at the discre�on of the unit supervisor. Supervisors are encouraged to make a
reasonable effort to find an appropriate work schedule accommoda�on.

Staff members who meet the requirements for tui�on support, but are excluded from monetary par�cipa�on
because of unit budgetary limita�ons or because they are eligible for other forms of aid (for example,
scholarships or military aid) are nevertheless eligible to request an accommoda�on to their work schedule,
including release �me, to enable them to take a qualifying course for credit. Such an accommoda�on is made at
the discre�on of the unit supervisor.

The following accommoda�ons are possible:

Revised work schedule. A staff member may be granted a revised work schedule to enable him or her to a�end
a course that could not be scheduled during non-work hours, if the supervisor determines that the staff member
will be able to meet all of his or her job requirements under the revised work schedule.

Excused absence without pay or use of vaca�on �me/paid �me off. In some cases, the needs of the unit
and/or the staff member may be be�er served by permi�ng a staff member who wishes to take advantage of
the tui�on support program to use vaca�on �me/paid �me off, or to take an excused absence without pay. Any
such arrangement is made at the discre�on of the unit supervisor. Excused absences, or use of vaca�on
�me/paid �me off for part-�me staff members, are calculated on a pro rata basis according to the staff
member’s effort.

Release �me with pay. In some instances, a staff member may be granted up to 3 hours per week of release
�me from work with pay. Any such arrangement is made at the discre�on of the unit supervisor. The 3 hours per
week of release �me includes travel �me to and from class and is not cumula�ve. Release �me for part-�me
staff members is calculated on a pro rata basis according to the staff member’s effort.

Paid �me off from regularly scheduled work must be recorded using payroll code EDU. Time off work to a�end
classes is not considered “�me worked” in the computa�on of over�me.

E.  Request for Tui�on Support

A staff member who wishes to take advantage of the tui�on support program must submit a Tui�on Support
Request, found at h�p://hr.umich.edu/procedures/spg201-69.html, to his or her supervisor. If the staff member
needs to have a decision on whether the request is approved before he or she registers for the class, the request
must be submi�ed to the supervisor at least 20 University business days before registra�on. The supervisor will
determine whether he or she can approve the request and will inform the staff member in a �mely fashion.

Tui�on Support Requests that are denied should be forwarded to University Human Resources, Staff HR Services
(for staff members employed at the Ann Arbor campus) or to the appropriate Flint or Dearborn HR office (for
staff members employed at the Flint or Dearborn campus) with an explana�on of why it was not possible to
grant the request.

As noted above in paragraph II.C. tui�on advances/reimbursements, exceeding $5,250.00 in a calendar year, for
graduate level courses, will be considered taxable income and will be reported to the Internal Revenue Service.
Staff members reques�ng Tui�on Support for graduate level courses must be aware of the tax liability they will
incur on any annual amount in excess of $5,250.00.

F.   Process for Payment: Tui�on Reimbursement

Promptly a�er the end of the course, the staff member should provide his or her supervisor with: 1.) an official
grade report showing successful comple�on of the course (as defined in II. A.), and 2.)  a paid bill or receipt
indica�ng the amount of tui�on and fees the staff member has paid.  Upon receipt of these documents, the
supervisor ini�ates a payment to the employee via the Addi�onal Pay Workflow process.  Once the transac�on is
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approved the reimbursement is included in the staff member’s regular paycheck.    Federal, state and FICA taxes
will be withheld on any annual amount in excess of $5,250.00, for graduate level courses. 

G.  Process for Payment: Tui�on Advance

Promptly a�er a request is approved, the supervisor ini�ates a payment to the employee via the Addi�onal Pay
Workflow process.  Once the transac�on is approved the advance will be included in the staff member’s regular
paycheck.  Federal, state and FICA taxes will be withheld on any annual amount in excess of $5,250.00,
for graduate level courses.

No later than 60 days a�er the end of the term, a staff member who has received a tui�on advance is
responsible for providing the supervisor with: 1.) an official grade report showing successful comple�on of the
course (as defined in II. A.), and 2.) a paid bill or receipt indica�ng the amount of tui�on and fees the staff
member has paid. 

In accep�ng a tui�on advance under this policy, a staff member agrees that if he or she does not: 1) successfully
complete the class (as defined in II. A.), and 2) provide the unit supervisor with an official grade report and a
paid bill or receipt for tui�on within 60 days a�er the end of the term, the full amount of the advance will be
deducted from the staff member’s paycheck in equal installments over a 6-month period, as authorized by the
staff member’s signature on the Request. No addi�onal tui�on advances will be paid un�l all deduc�ons have
been processed.

If a staff member leaves the University, either voluntarily or involuntarily, before successfully comple�ng the
course or before reimbursing any amounts owing under this policy, or if a staff member does not register for, or
stops a�ending, a course for which he or she has received an advance, the staff member is responsible for
immediate repayment of the full amount of the tui�on advance.

H.  Source of Funds

The cost of providing tui�on support under this program will be borne by the staff member’s employing unit. 

Tui�on support payments cannot be made as direct charges to sponsored projects.  For staff members paid from
sponsored projects, the staff member’s employing unit is responsible for the costs of tui�on support.     Please
note that �me off to a�end classes is permi�ed on sponsored projects. 

If the Tui�on Support Request of a staff member is denied because of budgetary limita�ons, a subsequent
request by the same staff member should be given priority considera�on if submi�ed within one year of the first
request. Budgetary limita�ons may not be used as a reason to deny a Tui�on Support Request on an indefinite
basis.

When a staff member is transferred mid-term, the original approving department is responsible for payment of
the en�re amount previously approved by that department.

Par�cipants who are covered by tui�on benefits resul�ng from service in the Armed Forces, government aid, or
other form of scholarship moneys are eligible under this program for only that por�on of the tui�on support to
which they would otherwise be eligible less the amount of the other benefit.

   I.  Records

The completed Tui�on Support Request, whether granted or denied, is retained by the unit and forwarded as
part of the staff member’s file should he or she transfer to another unit.

Notes: 

NOTE:  This SPG was changed on May 17, 2017, to reflect a change in calcula�on of Tui�on Support for non-University of
Michigan courses (Para C.). Due to the evolu�on of college course delivery systems and prac�ces, tui�on support will be
capped at an annual rate rather than a per-course/per-term rate.  See h�p://hr.umich.edu/procedures/spg201-69.html  for
the current annual cap.
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