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	Graduate Aid Program Application



Date of Application:       

	Employee Information


Name:        FORMTEXT 

     


Hire Date:  

Title:        FORMTEXT 

     


Years in Current Position:  

Department:  
	Educational Program


(Please attach a full outline of the education program in which you wish to enroll)
Program Applying for:  
Name of College/University you plan to attend:       

Estimated Registration Date:       

Total Credits in Program:       

Please explain why you would like to enroll into the Graduate Aid Program:

     
I have read and understand that I will be responsible for 50 percent of the total cost of tuition under this program and acknowledge that upon completion of the educational program Messiah College is not obligated to reward such completion through promotion, transfer, reassignment, or salary increase.
	
	
	     

	Employee Signature
	
	Date


NECESSARY APPROVALS:
Supervisor/Dept Head:  

Date:       

Vice President/Provost:  

Date:  


Vice President for HR:  

Date:  

APPLICATION DEADLINES: October 1 for Spring/Summer; February 1 for Fall
	Copies:      FORMCHECKBOX 
 Employee      FORMCHECKBOX 
 Controller      FORMCHECKBOX 
 Personnel File


Graduate Aid Program (12/15/98)
Messiah College recognizes the mutual benefits employees derive from personal growth and career growth.  This program has been designed to financially assist employees who show potential for expanded responsibilities or advancement and wish to enroll into a post baccalaureate program of study.  A total number of fifteen (15) employees may participate in this program at one time.     

Approval of applications for graduate aid will be based on the following:


*
Must be a full-time, permanent employee.


*
Serious consideration will be based on an employee’s overall performance, potential for advancement, and long-term commitment to the Messiah College mission.


*
Employees must have prior supervisory and vice president/provost approval.


*
Employees must complete a Graduate Aid Application.    According to the agreement, an employee will receive 50 PERCENT graduate aid.  The remaining 50 PERCENT will be the responsibility of the employee.  


*
Final decisions as to the participants in the program will be made by the Director of Human Resources in conjunction with the Vice Presidents/Provost.


*
This program applies to only post baccalaureate programs of study.


*
Programs of study must be taken at an accredited college or university.


*
A copy of the program outline must accompany the Graduate Study Aid Application.

Excluded Costs


Excluded costs from Graduate Aid are all late fees and interest for delayed payment plans, meals, transportation, hotel costs, books, supplies, drawing instruments, calculators, electronic equipment, computer software and hardware, or other course materials.

Tax Considerations - Graduate Aid Assistance Benefit Taxability


The state of Pennsylvania views educational assistance payments as taxable compensation to the employee and subject to withholding.  As stated in the Policy and Procedure Manual under the Graduate Aid Program section “Tax Considerations.  Employees are responsible for all tax payments required under state, and local law.”  This tax will be withheld from your last pay of a quarter in which you receive Graduate Aid monies.  This will include State and Local Income Tax.  This tax will be deducted from your last pay in the month of the quarter in which it is paid (e.g. March, June, September or December.)

Other


While completion of a program provides for improved educational background, the accomplishment does not obligate Messiah College to reward such completion through promotion, transfer, reassignment, or salary increases.  


A cap of $5,000 for tuition expenses will be set for each individual enrolled in the program with a maximum of five years enrollment. The remaining tuition as well as any other fees/charges will be the responsibility of the employee.

Graduate Aid Program application forms are available through Human Resources.


The Director of Human Resources will be responsible for administering the Graduate Aid Program.


Employees may forward training certificates or a copy of their degree to Human Resources for inclusion in the employee’s personnel file.


Faculty/Administrators already participating in a graduate study program under the College’s previous graduate aid agreement are not eligible for this program.
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