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Policy Statement

Acsenda School of Management (ASM) is committed to the pursuit of lifelong learning and encourages the
ongoing educational development and well being of its employees and their families. To support this
commitment, ASM will provide a tuition assistance for credit courses offered by ASM.

1. PURPOSE

The Employee Tuition Assistance Bursary Benefit (ETAGB) is intended to help employees and their dependents
achieve their educational goals by providing opportunity to pursue their education at ASM

2. DEFINITIONS

For the purpose of this Policy the following definitions shall apply:
e Acsenda School of Management known as ASM
* The Employee Tuition Assistance Bursary Benefit known as (ETAGB)
e An Employee is an individual who:
e is employed on a full-time continuing basis (define hours 37.5) and
e has completed at least (1) years of continuous service with the school by the first day of the
Academic Session for which the bursary is being applied.
* An Eligible Dependent is an Employee’s unmarried Child who:
e is not an Employee of ASM; and
e s under the age of 25, and wholly dependent upon the Employee for support; or
e s over the age of 25 but for reasons of disability is chiefly dependent on the Employee for
Support and maintenance, provided satisfactory supporting documentation is submitted to
the school.
e A Child is a person for whom the Employee has custody or legal financial responsibility
* An Eligible Spouse is a person who:
e is not an Employee of the school; and
e isan Employee’s spouse by marriage or under any other formal union recognized by law, or
an Employee’s partner who has been publicly represented as the Employee’s spouse for at
least the last 12 months.
¢ A Full-time Student, for academic purposes, is an undergraduate student who is registered in at least
3 courses (or 9 credits) in a term.
¢ A Part-time Student, for academic purposes, is an undergraduate or graduate student who is
registered in fewer than 3 courses (9 credits) in a term.
e ATerm is a period within the Academic Year. The ASM Academic Year has four terms.
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3. ELIGIBILITY
The Employee Tuition Assistance Bursary Benefit Program is available to each Eligible Dependent and
Eligible Spouse of:
e an Employee as defined by this Policy; and

4. COURSES AND PROGRAMMES COVERED
e All credit courses offered by ASM
e The Program applies only to those courses taken as required to support the completion of an
undergraduate or graduate degree offered by ASM.

5. INELIGIBLE EXPENSES

The following are not eligible for reimbursement under the Program:
e The cost of certificate courses, exams exam preparation courses, conferences, seminars, webinars
and workshops.
e The cost of books, materials and supplies; late registration; supplemental fees; tax, administrative
charges; travel; accommodation, or other incidental expenses.
e Courses taken prior to the term in which the ETAGB was approved.
e Educational programs that are not offered by ASM.

6. LIMITATIONS

e The maximum amount of assistance is 48 credits per year, with each year beginning in July.

e The maximum value of the ETAGB for ASM courses is reviewed annually.

e Enrolment may be limited due to available space in courses. Courses offered are subject to
enrolment.

e One Eligible Dependent or Eligible Spouse is eligible for an employee at one time, unless otherwise
approved by the President.

e The ETAGB holds no cash value and not subject to a refund.

7. CESSATION OF EMPLOYMENT

e An Employee must be employed at the time the bursary benefit is issued for the Employee’s
Eligible Dependent and/or Eligible Spouse to receive the bursary benefit.

e Should an employee’s employment cease with the school for reasons other than retirement or
death, the recipient will retain the bursary to the end of the last term of employment.

8. TAX IMPLICATIONS

e ASM will report bursary amounts received by an Eligible Dependent or Eligible Spouse to that
individual on a T4A slip by the last day of February of the calendar year following the calendar year
in which the bursary amount is issued. The Eligible Dependent or Eligible Spouse will be
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responsible for paying any applicable income tax and should consult their personal income tax
advisor for guidance accordingly.

Procedures

e For employees, the application for an ETAGB must be reviewed with the employee’s supervisor
and form a part of the employee’s professional development plan.

e For employee dependents, a completed application form for the ETAGB for Dependents and
Spouses must be completed by the Employee and submitted to the Registrar’s office within 30
days of course/program registration.

e The Human Resources office will verify the employee’s eligibility as a Full-time employee.

e An ETAGB form must be submitted and approved for each academic term in which the
employee/dependent wants to register.

e Employees/dependents applying to enrol under an ETAGB must formally apply for admission to
ASM and are subject to meeting all regular admissions requirements.

e The Registrar’s Office will review all completed applications and apply the grant

e The Enrolment Services Officer will forward completed application and updated program plan to
the Registrar and President for final approval.

Related Procedures or Documents

e Tuition Assistance Application Form
e |ncome Tax Act

e Admissions Policy

e Academic Calendar
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