RED ROCKS COMMUNITY COLLEGE

REQUEST FOR EMPLOYEE TUITION ASSISTANCE

	SECTION 1: EMPLOYEE INFORMATION

	Name
	Position Title
	Phone Number

	
	
	

	S Number
	College/Department
	Email

	
	
	


I understand that I am to pay all applicable tuition and student fees at the Cashier’s Office prior to class attendance.  I also understand that I am limited to in-state tuition for twelve credits or three classes per fiscal year* whichever is less.

	SECTION 2: COURSE INFORMATION

	Course #
	Section #
	Course Title
	Credit Hours
	Semester
	Year
	Time/Day of Class
	Class Start Date

	
	
	
	
	
	
	
	


Please list previous courses that you have received employee tuition assistance for this fiscal year at any CCCS institution:

Employee: __________________________________________ Date: _______________

	SECTION 3: APPROVING SIGNATURES

	Employee’s Supervisor: ______________________________ Date: ______________

Human Resources: __________________________________ Date: ______________




*If total courses taken for fiscal year exceed twelve credits or three classes, whichever is less, the employee agrees to pay additional tuition and fees.  Fiscal year for tuition assistance is tracked from summer through spring semesters.  Refer to RRPR 3-66 for entire procedure details.
Human Resources – White  
                      Admissions – Yellow                           Cashier’s Office - Pink                Employee - Goldenrod
RED ROCKS COMMUNITY COLLEGE

REQUEST FOR EMPLOYEE TUITION ASSISTANCE

Employees of SBCCOE governed community colleges, the CCCS Office and SBCCOE Board Members are eligible for Employee Tuition Assistance for credit courses offered by RRCC, subject to the following restrictions:

· Enrollment is on a space available basis

· Maximum of in-state tuition for twelve credits or three classes per fiscal year (summer, fall and spring semesters combined) whichever is less

· Prior approval of the immediate supervisor is required

· Eligible employees are responsible for all student and course fees

Student hourly and work study employees are not eligible.  Part time instructors must be teaching during the semester that the employee tuition assistance is being requested.

PROCEDURE:

STEP 1 - Complete Form and Obtain Supervisor's Signature 


SECTION 1:  Employee Information 
SECTION 2:   a) Enter course information from college schedule 

· List any CCCS courses for which tuition assistance has been received during current fiscal year 

· Date and sign 

SECTION 3: Obtain supervisor signature.  Bring form to RRCC Human Resources Office no earlier than the registration time frame for the class which you are requesting tuition assistance.

STEP 2 – RRCC Human Resources Office will verify availability of Tuition Assistance benefits, sign, and return the tuition assistance form to the employee for registration and payment processing.  Refunds will not be made nor tuition assistance granted to those registering before this policy’s registration period. For employees of institutions other than RRCC requesting employee tuition assistance, RRCC Human Resources personnel will contact the home institution to verify eligibility. 

STEP 3 – REGISTRATION TIME FRAME Register for course no earlier than the day prior to the start of class. Set up COF account online with College Assist if not previously completed. Authorize RRCC to receive COF for the term or complete lifetime authorization.

STEP 4 – Pay tuition and all fees at the RRCC Cashier’s Office.  The employee may see the RRCC cashier’s office for financing options.

STEP 5 – Upon successful completion of each course, submit a copy of the student transcript to the RRCC Human Resources office.  Unofficial transcripts will be accepted.  At the completion of the semester the RRCC Human Resources office will forward the name, Student ID number, courses and number of credits eligible for employee tuition assistance to the RRCC Office of Financial Aid.  Financial Aid personnel will apply a tuition assistance employee grant to the employee’s student account.  The amount of applicable tuition will be refunded by warrant. 
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