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Human Resources - Benefits
EMPLOYEE FEE WAIVER PROGRAM GUIDELINES

Eligibility

The following employees are eligible to participate in the fee waiver program:

· Full-time permanent or probationary employees

· Full-time temporary employees, if allowed by collective bargaining contract

· Permanent part-time employees

· Employees on an approved leave of absence, if otherwise eligible

· Temporary faculty employees with three (3) year appointments pursuant to Article 12. Coaches with at least (6) years full-time equivalent service in the department.

CSU Fee Waiver eligibility criteria for represented and non-represented employee categories are summarized in the table below:
	Employee Category
	Eligibility Criteria

	Units 2,5,7,9 (CSUEU)

Units 4 (Academic Professionals)

Unit 6 (Skilled Trades)
	Full-time employees (i.e., permanent, temporary, & probationary) and part-time permanent employees

	Unit 3 (Faculty)
	Tenured* and probationary faculty unit employees (excluding coaches), and temporary faculty unit employees with three (3) year appointments pursuant to Article 12.  Coaches must have at least six (6) years of full-time equivalent service in the department.

	Unit 8 (Public Safety)

C99 (Confidential) **
E99 (Excluded)**
M98 (Executive)
	Full-time or part-time permanent** employees, and full-time probationary employees (no temporary)

	M80 (MPP)
	Full-time employees (includes temporary)


*FERP employees are considered tenured faculty and are eligible for fee waiver only during the semesters/quarters when they are actively employed.

**C99 and E99 employees only attain permanent status in part-time positions as a result of completing a probationary period in a full-time position and, subsequently, reducing their time-base.

Note:  Please check Collective Bargaining Agreements for provisions concerning the appointment of part-time, permanent employees.

Conditions

· Fees are waived for a maximum of two (2) classes, or 6 units, whichever is greater. Exceptions to this limitation are made for employees on leave.
· If the unit/course limitation is exceeded, the employee must pay the difference in fees.

· Career Development students must apply to and be accepted by the University.  A fee waiver application does NOT guarantee admission to the University.

· In order to continue in the Fee Waiver Program, employees or their dependents must maintain good standing academically, which means a “C” or a 2.0 average.  Grades are audited each semester.  Employees who go on probation or who become subject to disqualification will be dropped from the program.

· Fees cannot be waived for courses taken through Extended Education or Open University.

· Lab classes with a different catalog number than the lecture class that goes with it will be counted as a separate class. 
· Dependent Fee Waiver applicants must be enrolled in a matriculated program.
Fees & Taxation

The University application fee is waived for all types of staff fee waiver.  The State University Fee is fully waived for up to 6 units.

	Employee Group
	Fees

	CSUEU (2,5,7,9)

CFA (3)

APC (4)

SETC (6)

SUPA (8)

MPP and Confidential 
	$2.00


	Dependent Fee Waiver
	Fees

	CSUEU (2,5,7,9)

APC (4)
	$245.50

	CFA (3)

SETC (6)

SUPA (8)

MPP and Confidential
	$49.00


All graduate level fees waived for an employee’s spouse or dependent child are considered taxable income.  Undergraduate and graduate fees waived for an employee’s domestic partner is considered taxable income.  The Payroll Department will report totals to the IRS.

Change of Courses

Career Development and Job Related fee waiver participants who drop courses and/or enroll in courses other than those listed on their staff fee waiver forms must complete a Change of Course Application form, explaining why the changes were made.   
Types of Staff Fee Waiver

There are three types of staff fee waiver.

· Career Development – Employees must apply to Cal State University, Monterey Bay and be matriculated students working toward a degree.

· Job Related – Employees may take courses specifically to improve their performance in their current job or to be ready for anticipated upcoming changes in their job duties.  These employees are not matriculated students and are not working towards a degree.
· Dependent – An eligible staff employee may transfer his/her fee waiver benefit to a dependent.  Dependents include a spouse, a domestic partner, or a dependent child.  The State Tuition Fees will be waived for up to six units.  The dependent may attend CSUMB or any other CSU campus.

A dependent child is:

1) Your child or stepchild under age 23 (25 for CSUEU) who has never been married;

2) A child, under age 23 (25 for CSUEU), living with you in a parent-child relationship who is economically dependent upon you and has never been married;

3) Your child or stepchild age 23 (25 for CSUEU) or above who is incapable of self-support due to a disability which existed prior to age 23 (25 for CSUEU).

The spouse, domestic partner, or dependent child must be matriculated toward a degree or attainment of a teaching credential in the CSU, and the course(s) taken through the fee waiver program must be for credit toward completion of that degree or teaching credential.  Campus administration has the right to determine if space is available in the desired class before permitting a dependent fee waiver student to enroll.

The dependent fee waiver may be transferred to only one person at a time; i.e., an employee cannot use his/her fee waiver for one class or three units and waive one class or three units for a dependent. 

If both parents are employees eligible to use fee waiver, each employee may transfer their benefits to their dependent.  Therefore, it is possible for one child to receive both benefits and be eligible to enroll in up to four (4) courses or 12 units, whichever is greater, on a fee waiver basis. 

Release Time for Class Attendance

“Release time” means that an employee has supervisory or managerial approval to attend a class during the employee’s normal work hours.  An employee may be given release time to attend on course per semester, if the supervisor/manager determines that the operations of the department will not be adversely affected by the employee’s absence. Alternate work hours may be assigned to make-up for the release time granted.

University Police Officers may not use State time for classes.

Registration Process
Upon admission to the University, visit the Campus Service Center website for registration information and deadlines. Review the online Schedule of Classes and the course catalog for information about academic program requirements.  Schedule an advising session for guidance on course selection.

Forms
· First-Time Career Development employees must submit a University Application to Admissions and Records and must be accepted by the University.  The employee should contact the Staff Fee Waiver Coordinator prior to submitting his/her application to have the filing fee waived.  Once accepted to CSUMB, the employee then submits a completed and signed Request for Fee Waiver Application form to HR.

· Continuing Career Development employees submit to Human Resources a completed and signed Request for Fee Waiver Application & Career Development Plan. After initial filing of a Career Development Plan, employees must complete a Career Development Update every semester thereafter to continue in the fee waiver program.

· Job Related employees submit to Human Resources a completed and signed Request for Fee Waiver Application form. 

· New fee waiver forms must be submitted each semester, including the Dependent Fee Waiver Application form.  Additionally, you must attach an Academic Transcript/History with your Career Plan Update for all course work completed during the prior semester.
Intercampus Enrollment

Employees may enroll in classes on their own time at other CSU campuses. Human Resources will provide the other campus with verification of the employee’s fee waiver eligibility.  The campus of enrollment will advise the employee regarding appropriate admissions procedures.
Deadlines for Application
All applicants (Career Development, Job Related, and Dependent) must submit their application by deadlines established and communicated to campus each semester.  Deadlines are announced on the Human Resources website and by email for distribution.

More Information on Staff Fee Waiver

Check the Fee Waiver section on the Human Resources website where you will find up-to-date information and all of the forms necessary to apply: http://hr.csumb.edu/site/x21127.xml
If you have questions, contact the Fee Waiver Coordinator, Kerri Rivera at 582-3636 or refer to technical letter HR/Benefits 2008-15 or http://www.calstate.edu/HRAdm/pdf2008/TL-BEN2008-15.pdf
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