Appendix | - Tuition Benefit Policy (revised 7/1/24)

Wittenberg University provides six (6) tuition benefit programs for eligible employees and
dependents. Please read the individual program policies carefully as the benefits under each
section vary. Please contact the Department of Human Resources at hure-mail@wittenberg.edu
or 937-327-7517 if you have questions.
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SECTION |
Undergraduate Wittenberg Tuition Waiver for Employees & Spouses

A. Eligibility

1.

3.
4.

Effective on the date of full-time hire, faculty, administrative staff, and support staff
(University Staff) are eligible for this benefit. Full-time is defined in the Employee
Manual.

Officially retired University Staff members in good standing are eligible for the benefit.
See the Employee Manual for parameters defining official retirement.

The spouse of anyone eligible under 1 or 2 above.

A marriage license must be provided to HR before considering a spouse's eligibility.

B. Limitations

1

2.

The waiver of tuition is restricted to undergraduate courses taken at Wittenberg
University.

The waiver applies to the basic tuition costs and registration fee. It does not cover the
payment of additional fees, such as laboratory fees or technology fees.

The tuition cost for private music lessons will not be waived unless the student is a full-
time music major who is taking private music lessons for course credit. Otherwise, the
charge for these lessons will be calculated on the same basis as the charge for full-time
students who are not music majors.

University Staff may take one course per semester during the regular workday and
must seek approval from their supervisor. Time spent in class is not compensated.



C. Enrollment
1. Complete a Wittenberg Tuition Waiver form, provide your signature, and obtain

supervisor’s signature (for employees only). Return the completed form to HR. HR
will determine eligibility for the benefit & will work with Financial Aid to apply the
waiver to the student’s statement. See the HR Teams Channel to access the form.
Apply and be accepted to the University through the standard admission process.
University Staff must qualify for admission to courses or degree programs in the same
manner as non-University Staff applicants. Eligibility for a tuition waiver does not
imply a waiver of regular admission requirement or procedures. See the Admission
webpage for details.

Enroll in courses through the standard enrollment process. Wittenberg will first
accommodate the registration requests of its traditional full-time paying students.
Enrollment will then be approved on a space available basis, typically one to two
weeks prior to the start of the respective class(es). See the Registrar's webpage for
details.

D. Change in Employment Status

1.

If an employee voluntarily terminates employment during a semester in which the
tuition waiver benefit is being utilized by themselves or a spouse, the benefit will be
pro-rated, and the employee is responsible for re-payment to Wittenberg of the
resulting uncovered pro-rated tuition balance.

In an employee is involuntarily terminated by the University during a semester in
which the tuition waiver is being utilized by themselves or a spouse, the university
will determine, on a case-by-case basis, whether to seek reimbursement or to allow
the full waiver or partial waiver for the current term and whether to allow continued
waivers beyond the current term.

If an employee officially retires from the university and remains in good standing, and
if satisfactory academic standards are met, the benefit may be maintained for the
retiree and spouse for a period of up to eight (8) full-time semesters or completion of
the degree being pursued, whichever occurs first. Non-degree seeking retirees or
spouses may continue to take one-off courses indefinitely.

If an eligible University Staff member should go on long-term disability (LTD) or die
during a semester in which the tuition waiver benefit is already being utilized by
themselves or a spouse the waiver for the University Staff member will remain in-tact
(if the University Staff member goes on LTD) and for the spouse (if the University
Staff member goes on LTD or dies) for the current semester. Beyond the current
semester, as long as satisfactory academic standards are met, the benefit may be
maintained for the University Staff member (if on LTD) and/or spouse (if University
Staff member is on LTD or dies) for a period of up to eight (8) full-time semesters or
until completion of the degree being pursued at the time of the disability or death,
whichever occurs first. Non-degree seeking University Staff members or spouses
may continue to take one-off courses indefinitely.



5. Spouses of an eligible University Staff member who died or went on long-term
disability (LTD) prior to the tuition waiver benefit being utilized remain eligible for
the tuition waiver assuming the deceased/disabled University Staff member met the
eligibility requirements for the tuition waiver benefit and had completed at least five
years of continuous full-time service to the University prior to death/disability. The
University Staff member must have been actively employed by the University at the
time of death/disability and the spouse must have been the eligible spouse of the
University Staff member at the time of death/disability. The tuition waiver is
available for up to eight full-time semesters or until graduation, whichever occurs
first. Non-degree seeking spouses may continue to take one-off courses indefinitely.

E. Additional Provisions

1. Wittenberg reserves the right to interpret the Tuition Waiver for Employees &
Spouses policy as deemed appropriate in instances of ambiguity.

2. While infrequent, exceptions to policy may be made as needed in instances of
special circumstance. Each exception request will be reviewed on a case-by-case
basis.

3. Notification will be made to campus when changes to the policy are made.

4. Questions regarding this policy or requests for additional information should be
directed to the Human Resources Department.



SECTION II
Undergraduate Wittenberg Tuition Waiver for Dependent Children

A. Eligibility

1. Effective on the date of full-time hire, dependent children of faculty, administrative
staff, and support staff (University Staff) are eligible for this benefit. Full-time is
defined in the Employee Manual found on the HR Teams page.

2. For purposes of the tuition waiver benefit, dependent child means the University Staff
member’s biological child, stepchild=, or legally adopted child who can be claimed as
a federal tax dependent on the University Staff members tax return. Also, for an
adopted child, the adoption must have occurred at least 5 years prior to the child’s
first enrollment at Wittenberg. For a stepchild, the marriage must have occurred at
least 5 years prior to the child’s first enrollment at Wittenberg and does not include a
stepchild of divorced or legally separated couples.

3. Documentation such as birth certificate, marriage license and/or adoption
certificate must be given to HR before considering eligibility.
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5. A full-time student is required to apply for eligible financial aid. This includes
completing the Free Application for Federal Student Aid (FAFSA). Other examples
of financial aid include federal grants or scholarships, state grants or scholarships,
vocational rehabilitation benefits, veteran benefits, veteran’s dependent benefits,
and corporate, private or foundation grants or scholarships.

6. Grants and/or scholarships received by students specifically designated for tuition will



D. Change in Employment Status

1.

If a University Staff member voluntarily terminates employment during a semester in
which the tuition waiver benefit is being utilized by a dependent child, the benefit
will be pro-rated, and the University Staff member is responsible for re-payment to
Wittenberg of the resulting uncovered pro-rated tuition balance.

If a University Staff member is involuntarily terminated by the University during a
semester in which the tuition waiver is being utilized by a dependent child, the
university will determine the use and/or repayment of the benefit on a case-by-case
basis.

If a University Staff member should become disabled and unable to work or should
die during a semester in which the tuition waiver benefit is already being utilized by a
dependent child, the waiver will remain in-tact for the current semester. Beyond the
current semester, if satisfactory academic standards and good financial standing are
met the benefit may be maintained for the dependent child for a period of up to eight
(8) full-time semesters or until completion of the degree being pursued at the time of
the employee’s disability or death, whichever occurs first.

Dependent children of an eligible University Staff member who died or went on long-
term disability (LTD) prior to the tuition waiver benefit being utilized are also
eligible for the tuition waiver assuming the deceased/disabled University Staff
member met the eligibility requirements for the tuition waiver benefit and had
completed at least five years of continuous full-time service to the University prior to
death/disability. The University Staff member must have been actively employed by
the University at the time of death/disability and the child must have been an eligible
dependent of the University Staff member at the time of death/disability. The tuition
waiver is available for up to eight full-time semesters or until graduation, whichever
occurs first.

E. Additional Provisions

1.

Wittenberg reserves the right to interpret the Tuition Waiver for Dependent Children
policy as deemed appropriate in instances of ambiguity.

While infrequent, exceptions to policy may be made as needed in instances of special
circumstance. Each exception request will be reviewed on a case-by-case basis.
Notification will be made to campus when changes to the policy are made.
Questions regarding this policy or requests for additional information should be
directed to the Human Resources Department.



SECTION IlI



6. Students eligible for an export scholarship considering a school that is also in the
Tuition Exchange, Inc., CIC Exchange, ELCA Exchange, or GLCA Exchange must
also apply for an exchange benefit. If not accepted for an exchange benefit, the
export scholarship benefit will still be an available option for eligible dependents.

7. The student is required to apply for all eligible scholarships from the



Example 1: Ezry is attending Tiger University as a full-time student with a tuition cost of
$52,000 per year. Ezry receives scholarships and financial aid awards from Tiger
University & other sources totaling $32,000 per year leaving a tuition balance of $20,000
per year, or $10,000 per semester. Wittenberg’s export benefit allows Ezry to receive a
maximum of 75% of Wittenberg’s annual tuition cost ($44,966 for 2024-25) which
equates to $33,724.50 per year or a maximum of $16,862.25 per semester. In this
example, Ezry will receive an export scholarship of $10,000 per semester to apply toward
Tiger University’s tuition. The export benefit received covers 100% of the tuition

balance because the available benefit ($16,862.25 per semester) is more than the balance
due ($10,000 per semester).

Example 2: Ezry is attending Tiger University as a full-time student with a tuition cost of
$52,000 per year. Ezry receives scholarships and financial aid awards totaling $10,000
per year leaving a tuition balance of $42,000 per year, or $21,000 per semester.
Wittenberg’s export benefit allows Ezry to receive a maximum of 75% of Wittenberg’s
annual tuition cost ($44,966 for 2024-25) which equates to $33,724.50 per year or a
maximum of $16,862.25 per semester. In this example, Ezry will receive an export
scholarship of $16,862.25 per semester to apply toward Tiger University’s tuition. Ezry
will be responsible for the remaining tuition balance of $4,137.75 per semester. The
export benefit will not cover the entire tuition balance because the available benefit
($16,862.25 per semester) is less than the balance due ($21,000 per semester).

C. Enrollment

1. Complete the application for a tuition export scholarship found on the HR Teams
Channel. Once a student is granted a tuition export scholarship, the scholarship is in
place for up to eight (8) semesters assuming satisfactory academic standards are met,
and eligibility is maintained. To certify that the student remains eligible for the
scholarship the parent must notify the Human Resources department annually of
their child’s intent to renew the scholarship by completing an application for a tuition
export scholarship (found on the HR Teams Channel) and submitting an official
transcript or grade report of the student’s prior year’s work along with the renewal
application.

2. Apply and be accepted to the desired school through their standard admissions
process.

3. As stated in the Limitations section above, apply for all available scholarships &
financial aid from the desired school as well as the other sources listed.

4. Submit the full detailed tuition statement for each semester to the Wittenberg Human
Resources department for processing. Wittenberg will remit the tuition scholarship
directly to the institution that the student is attending provided the student continues
to meet the eligibility & limitations parameters.



D. Change in Employment Status

1.

If an employee voluntarily terminates employment during a semester in which the
tuition export scholarship is being utilized by a dependent child, the benefit will be
pro-rated, and the University Staff member is responsible for re-payment to
Wittenberg of the resulting uncovered pro-rated tuition balance.

If an employee is involuntarily terminated by the University during a semester in
which the tuition export scholarship is being utilized by a dependent child, the
university will determine the use and/or repayment of the benefit on a case-by-case
basis.

If an eligible employee should go on long-term disability (LTD) or die during a
semester in which the tuition export scholarship is already being utilized by a
dependent child, the scholarship will remain in-tact for the current semester. Beyond
the current semester, if satisfactory academic standards are met, the benefit may be
maintained for the dependent child for a period of up to eight (8) total full- time
semesters or until completion of the degree being pursued at the time of the
employee’s disability or death, whichever occurs first.

The export scholarship benefit is not available to dependents of eligible employees
who went on LTD or died prior to the benefit being utilized.

E. Additional Provisions

1.

Wittenberg reserves the right to interpret the Tuition Export Scholarship policy as
deemed appropriate in instances of ambiguity.

While infrequent, exceptions to policy may be made as needed in instances of
special circumstance. Each exception request will be reviewed on a case-by-case
basis.

Notification will be made to campus when changes to the policy are made.
Questions regarding this policy or requests for additional information should be
directed to the Human Resources Department.



SECTION IV Revised 7/1/2024

Undergraduate Tuition Exchange Programs for Dependent Children

Wittenberg University is a member of four (4) undergraduate tuition exchange programs
including the Tuition Exchange, Inc., CIC Tuition Exchange, ELCA Exchange, and GLCA
Exchange. Eligible dependents of eligible University Staff may apply to a Tuition Exchange
program provided all requirements below are satisfied.

A Eligibility

1.

Effective on the date of hire, dependent children of full-time faculty, administrative
staff, and support staff (University Staff) are eligible to apply for a tuition exchange
benefit through the Tuition Exchange, Inc., the CIC Exchange, and the ELCA
Exchange. Full-time is defined in the Employee Manual.

a) *GLCA Exchange: Employees hired prior to 1/1/2017 must have five (5) years of
consecutive service and employees hired after 1/1/2017 must have ten (10) years
of consecutive service for GLCA Exchange eligibility.

For purposes of the tuition exchange benefit, dependent child means the University

Staff member’s biological child or legally adopted child who can be claimed as a

federal tax dependent on the University Staff member’s tax return. Also, for an

adopted child, the adoption must have occurred at least 5 years prior to the child’s
first application to an exchange school.

Documentation such as birth certificate and/or adoption certificate must be given to

HR before considering eligibility.

Eligibility for the tuition exchange benefit ceases at the conclusion of the semester of

the dependent child’s 23" birthday or marriage, whichever occurs first. Eligibility may

be continued past the age limit for children who cannot work to support themselves
due to mental or physical disability and if they continue to be claimed as federal tax
dependent of the eligible employee. Extension of the age limit may also be permitted
in exceptional cases involving delay in completing the educational program with each
request being handled on a case-by-case basis.

Eligibility is further subject to the individual exchange program requirements and host

institution requirements. These requirements can be found on the applicable Exchange

Program websites and with the






C. Enrollment

1.

Information on each exchange program can be found on their websites and the HR
Teams Channel.

For the Tuition Exchange Inc. and CIC Exchange, apply for the exchange
scholarship through the online process of those exchanges. For the ELCA and
GLCA Exchanges, complete the paper application found on the HR Teams
Channel. The application must be submitted to the Department of Human
Resources before each academic year begins.

Apply and be accepted to the importing school through their standard admissions
process.

Application can, and should, be made to as many exchange schools as possible to
increase the odds of acceptance.

Once a student is granted a tuition exchange award the award is generally in place
for up to eight (8) full-time semesters assuming satisfactory academic standards are
met, and eligibility is maintained. The student does not need to re-apply to the
exchanges to maintain the award, but HR must notify the exchanges of the students
continued eligibility status. Therefore, the parent must notify the Human Resources
department annually of their child’s intent to renew the exchange award and submit
an official transcript or grade report of the student’s prior year’s work along with
the renewal application.

D. Change in Employment Status

1.

If a university Staff member voluntarily leaves the university during a semester in which
the tuition exchange benefit is being utilized by a dependent child, the benefit will cease
as soon as administratively possible. Depending on timing, this may be at the beginning
or end of the semester in which the student is currently enrolled.

If a University Staff member is involuntarily terminated by the University during a
semester in which the tuition benefit is being utilized by a dependent child, the
university will determine when the exchange scholarship ends on a case-by-case basis.
If a University Staff member should go on long-term disability (LTD) or die during a
semester in which the tuition exchange benefit is already being utilized by a dependent
child, the exchange award will remain in-tact for the current semester. Beyond the
current semester, if satisfactory academic standards are met and the importing
institution allows the award to continue, the exchange award may be maintained for a
period of up to eight (8) total semesters or until completion of the degree being pursued
at the time of the employee’s disability or death, whichever occurs first.

The tuition exchange benefit is not available to dependents of eligible employees who
went on LTD or died prior to the benefit being utilized.

E. Additional Provisions

1.

2.

Wittenberg reserves the right to interpret the Tuition Exchange policy as deemed
appropriate in instances of ambiguity.

While infrequent, exceptions to policy may be made as needed in instances of
special circumstance. Each exception request will be reviewed on a case-by-case
basis.



3. Notification will be made to campus when changes to the policy are made.
4. Questions regarding this policy or requests for additional information should be
directed to the Human Resources Department.



SECTION V
Graduate Tuition Remission for Employees & Spouses

A Eligibility
1. Effective on the date of full-time hire, faculty, administrative staff, and support staff
(University Staff) are eligible for this benefit. Full-time is defined in the Employee
Manual.
2. The spouse of anyone eligible under 1 or 2 above.



C. Enrollment

1.

Complete the “Graduate Program Application Form” and “Graduate Program
Participation Form” which are available on the HR Teams Channel. The Graduate
Program Participation From must include details of the expected attendance plan

including specific time-off related impact to the position and department (i.e., what is
the amount of time during work hours the employee will be in class? Will this time be
treated as vacation, time off with pay, time off without pay, or some combination of
these?). Before submitting to HR, both forms must be completed & signed with the
required signatures. Completed & signed forms should be received by Human
Resources at least two (2) weeks prior to the deadlines set for enroliment in the
course/program. If approved, Human Resources will notify the office of Financial Aid
so that the tuition adjustment can be made.

Apply and be accepted to the graduate program through the regular process established
for all graduate students. Eligible employees and spouses utilizing this benefit are
subject to the prerequisite requirements, restrictions, and add/drop limitations and
deadlines in place for all students. Eligibility for graduate tuition remission does not
imply a waiver of regular admission requirements or procedures. See the Graduate
Admission webpage for details.

Enroll in courses through the standard graduate program enrollment process. See the
Registrar's webpage for details.

D. Change in Employment Status

1.

If a University Staff member voluntarily terminates employment during a semester in
which the graduate tuition remission benefit is being utilized by themselves or a spouse,
the benefit will be pro-rated, and the employee is responsible for re-payment to
Wittenberg of the resulting uncovered pro-rated tuition balance.



had completed at least five years of continuous full-time service to the University prior
to death/disability. The University Staff member must have been actively employed by
the University at the time of death/disability and the spouse must have been the eligible spouse
of the University Staff member at the time of death/disability.

E Additional Provisions

1

Wittenberg reserves the right to interpret the Tuition Exchange policy as

deemed appropriate in instances of ambiguity.

While infrequent, exceptions to policy may be made as needed in instances of

special circumstance. Each exception request will be reviewed on a case-by-case

basis.

Notification will be made to campus when changes to the policy are made.

Questions regarding this policy or requests for additional information should be directed
to the Human Resources Department.



SECTION VI

Tuition Discount for Graduate Assistants

A. Eligibility
1. Effective on the date of hire, Graduate Assistants (GAs) are eligible for a tuition
discount benefit.

B. Conditions & Limitations
1. Adiscount of 25% of tuition costs will be applied to graduate level courses
taken at Wittenberg University that are applicable to the GAs assistantl (is12 72 708J6.67 0 Td/etO T



completion of a Request to Fill Vacancy form and Request to Hire form. The GA
must complete a successful background check, complete the 19 form, and sign an
offer letter.



