Connecticut Community College System

Administrative Clerical (NP-3) Space-Available Tuition Waiver Program

Questions & Answers

Q:
How do I qualify for a tuition waiver?

A:
You are eligible for a tuition waiver if you are a member of the Administrative Clerical (NP-3) bargaining unit with permanent status and you are actively at work (not on any kind of leave), regularly scheduled to work 20 or more hours per week, and you received a rating of “Good” or better on your most recent service rating.

Q:
Can I take any course I want with a tuition waiver?

A:
There is no restriction on the subject matter of the course(s) that you may take under the tuition waiver program.  However, waivers are available only for credit courses, offered during a Fall or Spring academic semester.  Waivers are not available for summer session or intersession course offerings or for non-credit (credit-free) courses offered at any time.  Also, you must meet the course prerequisites for any course or courses you wish to take.  Waivers can be used on a space-available basis only – so there have to be unfilled seats in a class that is scheduled to run in order to use a waiver.

Q:
To what does the waiver apply?

A:
Waivers apply to up to two for-credit courses (a maximum of eight credits) for courses offered at any college in the System during the Fall and Spring semesters only.  This includes on-ground, “hybrid,” and on-line courses.  You may take a course at the college at which you are employed, or you might want to take a course at a college closer to your home, or at another college because it offers a particular course in which you are interested.  If you receive a waiver for more than two credit courses or eight credits in a semester (colleges may not know at the time of registration where else you may have received a waiver), you will have to pay for the course(s)/credit(s) that exceed the maximum limits of the tuition waiver benefit.  Abuse of the tuition waiver program may lead to forfeiture of tuition waiver privileges.
Q:
What do I have to do to get a tuition waiver?

A:
You must fill out an Administrative Clerical (NP-3) Space Available Tuition Waiver Request form and have it signed off by the Human Resources office where you work.  A separate form must be completed for each college at which you may wish to take a course or courses. You must have opened an admissions file at any college at which you want to take a course before you will be able to register at that college.  Note that colleges may have different ways of administering the NP-3 tuition waiver program.  You must find out how the college at which you wish to take a course handles space-available registrations for NP-3 bargaining unit members and follow that process.

Q:  
Are college fees covered by the tuition waiver?

A:
Fees are not covered by the tuition waiver but, pursuant to existing Board policy, the following fees are already waived for all college employees:  application fees, program enrollment fees, college service fees and student activity fees.
Q:
Is there anything the waiver does not apply to?

A:
Yes, tuition waivers do not apply to non-credit (credit free) courses.  They also do not apply to “mandatory usage fees,” such as lab fees, studio fees, or clinical program fees.  However, should you enroll in a course that requires one of these fees, you may apply for tuition reimbursement for those fees.  (Note that tuition reimbursement applications are due two weeks prior to the start of classes, so you would have to submit your tuition reimbursement application before you know whether you are admitted to the course.)

Q:
I’m eligible for a tuition waiver on another basis (e.g., age 62 or over).  May I use both benefits in the same semester?

A:
No.  If you are eligible for more than one kind of waiver, you may use whichever waiver is most advantageous to you – but only one kind per semester.

Q:
What if I register for a course to make sure I have a seat, but then just before classes begin, there are still seats available.  Can I “un-register” and use my waiver?

A:
No.  If you have registered for a course as a paying student, you must pay for your seat (although you could apply for tuition reimbursement if the course is eligible for that benefit).  If you are found to have registered, dropped, and then sought a tuition waiver for the same course, you will have the choice of paying for the course or not taking it in that semester.  Abuse of the tuition waiver program may lead to forfeiture of tuition waiver privileges.

Q:
Can my dependent child use my tuition waiver benefit to take a course?

A:
No, this benefit only applies to Community College employees who are members of the Administrative Clerical (NP-3) bargaining unit.

Q:
What if the course I want to take conflicts with my regular work schedule?

A:
If the course you want to take is scheduled during your regular work hours, you may request a nonpermanent schedule change to accommodate participation in an educational program in accordance with Article 17, Section Five of the collective bargaining agreement.  Any such requests are subject to the operating needs of your work unit and college and must be approved by the President or his/her designee.

QUESTIONS SHOULD BE ADDRESSED TO THE HUMAN RESOURCE DEPARTMENT AT THE COLLEGE WHERE YOU ARE EMPLOYED.

