EMPLOYEE CLASS REQUEST FORM
[bookmark: Text1][bookmark: Text2][bookmark: Text3][bookmark: Text4][bookmark: Text5][bookmark: Text6][bookmark: Check1][bookmark: Check2][bookmark: Check3][bookmark: Text7][bookmark: Check4][bookmark: Text8][bookmark: Check5][bookmark: Text9][bookmark: Check6][bookmark: Text10][bookmark: Text11][bookmark: Text12][bookmark: Text13][bookmark: Text14][bookmark: Check7][bookmark: Check8][bookmark: Check9][bookmark: Check10][bookmark: Check11][bookmark: Check12][bookmark: Text15][bookmark: Text16][bookmark: Check13][bookmark: Check14][bookmark: Text17][bookmark: Check15][bookmark: Check16][bookmark: Text18][bookmark: Text19]Name      		Date      
WSC ID #      		Telephone      
Dept.      		Title      
Employee type:  |_|classified employee   |_|exempt employee (faculty & administrators)
I would like to take the following course:
Session:   |_|Fall 20          |_|Spring 20          |_|1st Summer 20          |_|2nd Summer 20     
CRN course #      	Credit hours      	Instructor      
Course title      
Class days:   |_|M  |_|T  |_|W  |_|Th  |_|F  |_|Sa		Class times:      
Make-up schedule      
Is this an Extended Studies course?  |_|yes   |_|no   (see funding options below)
I request that tuition for       credit hours be waived at the in-state rate:   |_|yes   |_|no
Total number of credit hours waived to date during the current fiscal year:       
Explanation of relationship between the content of the above course and potential for enhancement of my performance:       
					Employee signature: ___________________________________
APPROVALS
If Extended Studies:  Will tuition be paid through Extended Studies scholarship or alternate funding opportunities?  |_|yes   |_|no
				Extended Studies signature: ___________________________________
[bookmark: Check17][bookmark: Check18]Department head/supervisor:   |_|approved   |_|denied – reason: ________________________

						Signature: _____________________________________
 Area VP or President:   |_|approved   |_|denied – reason: _______________________________

						Signature: _____________________________________
VP Finance/Administration:   |_|approved   |_|denied – reason: __________________________

						Signature: _____________________________________
Financial Aid Director:  Is employee eligible for Colorado Opportunity Fund?  |_|yes   |_|no

						Signature: _____________________________________
	~~~~~~~~~~ for HR office use only ~~~~~~~~~~

Tuition to be waived:    _____credit hours   @ $____________ per credit hour   = $____________

[bookmark: Check19][bookmark: Check20][bookmark: Check21][bookmark: Check22][bookmark: Check23]Copy distribution:  	|_|original to employee file	|_|Continuing Education/Registrar	|_|Cashier
		|_|employee		|_|tuition waiver logbook





Employees are required to register for the class, including any admissions application. 

Members of the college staff who are on permanent full-time appointment may enroll in up to six credit hours per fiscal year at Western without payment of tuition, subject to supervisor approval, on a space available basis. 

Permanent employees on less than a full-time appointment may receive a waiver benefit proportional to the percentage of time employed, on a space available basis.

The waiver policy applies to in-state tuition only and does not apply to books, supplies, approved fees, or any difference between in-state and out-of-state tuition. 

If the employee is eligible for COF (Colorado Opportunity Fund) as a resident of Colorado, they must also apply for COF through the Financial Aid office to receive that reimbursement.

Time taken to attend classes that occur during the employee’s regular or normal work schedule shall be made up and be limited to a maximum of one course during any one term.

All requests must contain a written statement which specifically addresses the relationship between the content of the requested course and the potential for enhancement of the employee's performance; requests will be evaluated upon conformity with the state fiscal rules.

For Extended Studies courses, tuition must be covered through an Extended Studies scholarship or some alternate funding such as departmental budget transfer.  Employee must contact the Extended Studies department for scholarship information.

Applications must be signed by the supervisor and appropriate vice president, then forwarded to the VP Finance & Administration for final approval. Approved copies will be forwarded to the employee, the Cashier's office, and the Registrar (or Extended Studies).
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