




¶ Upon the recommendation of the supervisor and/or department head, an employee may be given 
special permission to take two continuing education courses each semester in lieu of two regular 
graduate or undergraduate courses.  Tuition and fee remission for any continuing education class will 
not exceed the standard amount for a regular graduate course.  The total number of continuing 
education courses cannot exceed two per term.  
 

With the approval of his or her supervisor, a staff employee may be permitted to take a course under this 
benefit during the normal workday or during the one-hour lunch break. When a course is taken during the 
normal workday, the time spent for class, laboratory, or other required attendance, in excess of the lunch 
hour, will be charged against the employee's accrued personal leave, compensatory time (for non-exempt 
employees, if applicable), and/or annual leave as directed by the employee. Employees in this classification 
may not take a course that requires them to be away from their regular work station during the normal 



This benefit is limited to the maximum of the necessary number of credits to obtain one baccalaureate degree 
(including reasonable double major and approved minor programs of study), but not to exceed ten semesters.  
Enrollment for any credit during a spring or fall term constitutes a full term of entitlement.  Summer and 
interim terms are counted as one-half of a semester for this purpose. 


