Southern Cross
University

Study Assistance Procedures

(1) These procedures give effect to the uniform application of the Study Assistance Policy.

Approval Authority

(2) Director, Human Resources or their nominated HR Manager on the recommendation of the Head of Work Unit has
the authority to approve a course of study for study assistance purposes.

(3) The nominated HR manager has the authority to approve study time for professional employees in accordance with
the Study Assistance Policy and these procedures.

(4) The Head of Work Unit has the authority to approve the actual taking of study time and is subject to the
operational needs of the work unit being met.

Eligibility

(5) Employees with continuing appointments who are enrolled in an approved course and have six months continuous
service at the commencement of the study period are eligible to apply for study assistance.

(6) Employees who are employed in at least their second consecutive fixed term appointment with SCU, and their
appointment extends beyond the completion of their approved course, may request consideration be given for study
assistance based on exceptional circumstances. Requests will be considered by the Director, Human Resources on a
case by case basis.

(7) The study being undertaken must be:

a. directly related to the employee's current or planned work responsibilities at SCU; and

b. approved for study assistance purposes by the Director, Human Resources or delegate (on the recommendation
of the Head of Work Unit) and be either:

i. atertiary course leading to an award at or above Certificate level; or
ii. relevant non-award unit/s of study.

Course Approval

(8) Eligible employees who meet the study assistance criteria, should initially discuss their intention to apply for study
assistance with their supervisor and Head of Work Unit and have it recorded in their annual PRP plan.

(9) Details of the proposed study and how it directly relates to the employee's current or planned work responsibilities
at SCU should be clearly stated on a Study Assistance - Course Approval.

(10) Course approval is only required once, before any study assistance will be considered.
Study Assistance
(11) Approval for study assistance must be obtained before the study period commences.

(12) A Study Assistance Application with the following information is required:
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a. proposed units/course of study being completed in the study period (excluding any repeat unit); and
b. for professional employees:
i. the type of study time (classes, online or block study) required for each unit; and

ii. atimetable/ or confirmation of the class attendance or block release requirements (as detailed in the
course outline or handbook).

(13) Completed applications which include the Head of Work Unit's recommendation, must be received by HR Services
before the study period commences. Ideally, applications should be received at least two weeks before the study
period commences.

(14) The application will be reviewed in accordance with the policy and the employee and Head of Work Unit will be
formally advised of the outcome.

(15) The employee's study progress will be monitored as part of their annual PRP plan and further grants of study
assistance will be subject to:

a. the employee providing evidence of successful completion of the units/course; and
b. satisfactory performance of duties.

(16) Retrospective claims will not be considered.
(17) Study assistance will not be available for repeat units and will cease if employment ceases.
Financial Assistance

(18) Financial assistance is paid as a taxable allowance, with income tax (PAYG) deducted, through the University's
payroll system.

(19) The following amount of assistance available is available:

Approved course Financial assistance (taxable allowance amount)

TAFE Certificate, Associate Diploma, Diploma 50% of the tuition fees capped at a maximum of $1000 per successfully
courses, Undergraduate Degree and completed unit and up to a maximum of $10,000 per course. Evidence
Postgraduate fee paying courses that the employee has incurred the expense must be provided.

(20) Assistance will only apply where the employee has incurred the expense for unit/ course tuition fees. Assistance is
not available to employees receiving University funded scholarships.

(21) The cost of financial assistance for study purposes is met by the employee's work unit.

(22) Employees are responsible for retaining documentation relating to their study to enable them to comply with their
personal taxation obligations.

Reimbursement

(23) Reimbursement is made at the end of the study period. Requests for reimbursement together with evidence the
units/course have been successfully completed are to be emailed to hr@scu.edu.au (and copied to the employee's
supervisor) with a scanned copy of either:

a. Evidence the tuition fees have been paid for the units/course completed during the study period; or

b. The relevant Commonwealth Assistance Notice (CAN) confirming a commonwealth debt has been incurred for
the units/course fees.
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(24) Requests for reimbursement must be received by HR Services no later than two months after the study period
ends.

(25) After confirming the employee's eligibility for assistance, HR Services will authorise payment of the appropriate
taxable allowance through the University payroll.

Study Time
Academic employees

(26) Academic employees undertaking approved study may have an appropriate allocation of time for study purposes
negotiated and approved by the Head of Work Unit as part of the annual workload allocation process.

Professional employees

(27) Professional employees undertaking approved study at advanced diploma/associate degree levels and above are
eligible for the following study assistance to attend classes, study online or block release as detailed in the course
requirements.

(28) Part-time employees and employees studying at certificate and diploma levels will receive a pro-rata entitlement.
Attending classes

a. a maximum of four hours paid study time per week per study period may be granted to attend classes during
the study period.

Online study or block study

a. employees who study online or are required to attend a block release as part of the course requirements may
be granted paid study time, up to a maximum of 24 hours per unit per study period, for a maximum of two
units. The employee must submit a schedule of proposed leave for the study period with their request.

Examinations

a. employees who are eligible for study assistance under Study Assistance Policy provisions will also be granted
paid leave to attend examinations as required.

b. leave to attend an examination may cover the time necessary to sit the examination plus one half day for each
unit undertaken, to be taken in the week immediately prior to the examination.

c. an application for examination leave should be completed in MyHR and a copy of the examination timetable
submitted to the employee's supervisor at least two weeks before the examination.

(29) Requests for study time form part of the employee's Study Assistance Application and are submitted to HR
Services before the study period commences.

(30) After reviewing the employee's study assistance application against the provisions of the policy, HR Services will
advise both the employee and the Head of Work Unit of the total study time granted for the study period.

(31) The actual taking of study time is approved by the Head of Work Unit and is subject to the operational needs of
the work unit being met.

(32) Employees should initially discuss any request for study time with their supervisor and complete a leave
application in MyHR before making arrangements to commence the leave.

(33) Study time is not available for a repeat unit.
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(34) Approval of study time for further periods of study is subject to:

a. the employee providing evidence of successful completion of the study period; and
b. satisfactory performance of duties.

Upfront Payment of Student Contribution Amount (SCA)

(35) Eligible employees who are enrolled in an approved course may apply to have the University pay their up-front
Student Contribution Amount (see Domestic students fee information for further details) for the study period and
repay the University, by instalment, during the study period in which the study is undertaken.

(36) A completed 'Application for Upfront Student Contribution Amount' is to be forwarded to HR Services, together
with a copy of the employee's enrolment form and Tuition fee invoice.

(37) Upfront fees will not be paid directly to the employee.

(38) As a condition of the payment of upfront fees, the employee must authorise deductions from their fortnightly
salary to discharge the debt to the University. The debt must be repaid on or before the last day of the study period.

(39) The employee must agree in writing to repay any outstanding amounts should their employment with the
University cease prior to the last day of the study period.
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Status and Details

Status

Effective Date
Review Date
Approval Authority
Approval Date

Expiry Date
Head of Work Unit

Enquiries Contact

Historic

10th August 2017
10th April 2019

Vice Chancellor

9th August 2017
10th December 2017

Kath Drew
Director, Human Resources

HR Services
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