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Tuition Credit Employee Benefit Program 

Procedures for Graduate School Consideration 

This document provides an explanation of the process used for employees to apply for Tuition Credit 

(“TC”) under Policy E3.49 for graduate school consideration.  TC is a limited employee benefit program 

open to eligible full-time employees.  Employees should review the full policy online.  If there is a 

conflict between these procedures and Policy E3.49, then policy E3.49 controls. 

Any employee seeking to utilize TC, whether via Stonehill’s graduate programs (“Internal Programs”) or 

graduate programs at another institution (“External Programs”), must complete the online “Stonehill 

College Tuition Credit Application.”  The application must be submitted to the office of Human 

Resources.  Before submitting the application for the first time the employee must attend a TC 

counseling/information session or schedule an individual session with a member of the HR staff. 

If the employee is applying for an Internal Program the employee must also complete the online 

Application for Graduate Admission.  The application must be submitted to the Office of Graduate 

Admission. 

Procedural Considerations Applicable to both Internal and External Programs: 

Application Deadlines: 

Term    Tuition Credit Application  Stonehill Admission Application 

Spring    December 15    November 15 

Summer   May 1     March 1 

Fall    August 1    March 1 

The Tuition Credit Review Committee (“TCRC”) comprised of the Director of Human Resources, the 

Director of Graduate Admission, and the Assistant Vice President for Planning & Budgeting (or their 

designees) shall evaluate each application for the TC benefit.  To be eligible for the TC benefit the 

individual must have been a full-time employee for at least one year before the start of the graduate 

program.  Priority is given to employees who do not already hold an advanced degree.  As part of the 

application process, employees must demonstrate that the course content is related to the employee’s 

professional advancement/job requirements at Stonehill and have the endorsement of their Divisional 

Vice President.  If there are more eligible candidates than available seats for any given program, TCRC 

will prioritize candidates based on the following criteria: 

 The relevance of the course content to the individual’s role at Stonehill. 

 The impact that the new skills attained through engagement with the course content will have 

on the individual’s department and the College as a whole. 

 With respect to Internal Programs, the extent the individual’s participation will provide a 

positive impact on the overall quality of the Internal Program. 

 The years of service the employee has provided to Stonehill. 

TC is not normally available for doctoral programs.   

https://stonehill.policytech.com/docview/?docid=4025&public=true
https://form.jotformpro.com/72496487830974
https://form.jotformpro.com/72496487830974
http://www.stonehill.edu/academics/imc/how-to-apply/
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TC is considered a limited employee benefit program because each year the College sets a limit on the 

amount of funds available to be used for TC for both Internal and External Programs.  Additionally, in 

order to ensure the academic integrity of programs with respect to class size and sections, the College 

limits the number of seats for Internal Programs that can be awarded in any term. 

Additional Procedural Consideration for Internal Programs: 

TC is only available for employees admitted to a program.  Employees may enroll in a course without 

being admitted to the program at their own cost (alumni or employee rate discounts will apply).  

Employees are eligible to audit a course with the approval of their Divisional Vice President, the TCRC, 

and the faculty member teaching the course.  In such cases the audit fee will be waived.  

To have the application for graduate admission considered, an employee must complete the application 

form and provide all requested documentation, degree verification, and other credentials required by 

the Office of Graduate Admission.  In order to be considered by the TCRC for TC the employee must first 

be admitted to the graduate program by the College.  If offered, an employee must accept both their 

admission and TC by the date and time specified by the College or they will forfeit their seat.  If an 

employee is placed on a waiting list for TC, they may be offered a seat should one or more become 

available during that term.  If a seat does not become available during that term the employee will be 

required to reapply should they wish to use the TC benefit.  Employees admitted to a program may 

defer their admission for up to one year; however, they may not defer their acceptance of TC.  As such, 

if an employee defers their admission they must re-apply for TC.  

Nothing herein shall prevent an employee who does not wish to receive TC from applying for admission 

to a program at their own cost (alumni or employee rate discounts will apply).  Spouses and children, 

including adult children (as well as the nieces and nephews of a Religious Employee as defined in Policy 

E3.49) are eligible to apply for admission and receive the employee discount rate. 

Questions about these procedures may be addressed to the Director of Human Resources. 

 


