GUIDELINES IN APPLYING FROM THE CONTINUING EDUCATION FUND 

1. Nature of the Continuing Education Fund
The Continuing Education Fund (CE Fund) has been established to assist staff who wish to further their formal education. The purpose of this budget is to assist staff with tuition fees for part-time studies leading to a formal NQF related qualification. In the case of all staff, fees at another institution will only be paid where the individual is unable to study at Rhodes University. The following situations are where Rhodes is likely to consider an application to study at another institution:

· The course is not offered at Rhodes University. 
· Due to work commitments, the individual cannot study at Rhodes. This is usually where    an individual is wanting to do an undergraduate or Honours programme;

· For post-graduate studies, the supervisory expertise is not available at Rhodes.  

CE Funding needs to be differentiated from the Ad hoc Training Fund which pays for special training needs. The differences between CE Fund and Ad hoc Training Fund are:

· The Ad hoc Training Fund pays for training which is usually skills based. The Continuing Education Fund pays for formal education that is usually more theory/knowledge than skills based. 
· Whilst training courses may be certified, they do not normally lead to a formal qualification. The Continuing Education Fund is to pay for studies that lead to a formal qualification such as a diploma, certificate or degree. 
· Training courses are usually of shorter duration than formal education courses. 

2. Definitions
The following definitions will be applicable:

2.1 Grant: If an application is successful, a grant is awarded. A grant is equivalent to 75% of the cost of the tuition fees of a qualification up to a maximum of R11000 per annum. 
2.2 Loan: The staff member may request a loan from the University to pay for the 25% of the cost. This shall refer to the amount and interest, calculated at the standard University rate.

2.3 Approved Course:  In order for the proposed course to be approved it must 
a) lead to a recognised NQF qualification (e.g. certificate, diploma or degree), 
b) be at a reputable educational institution, 
c) be job related such that the knowledge and skills gained can be used within the work context within a reasonable period and 
d) normally, last longer than three months. 

2.4 Tuition Fees: Tuition fees refers to the fees payable to the educational institution by a registered student and shall normally exclude extraneous fees and charges such as books, examination fees, charges for the use of equipment and so forth. The initial registration fee will be paid as part of the tuition fees.

2.5 Service Contract: A service contract refers to a signed undertaking by a staff member to remain in the employ of the University for a fixed period as determined by the size of the grant. Normally, the staff member will be required to work a month for each R630.00 awarded in the period following the completion of the qualification or year of study for which the grant was made. 
3. Eligibility

CE Fund is applicable to support staff members of the University staff appointed to a permanently established post. This funding is not usually given to contract staff but an interested applicant is asked to contact the HR Division representative handling this portfolio to discuss the options available. Staff members whose salary costs are borne by an outside funder/institute etc. are also not eligible.
CE Funding is intended to be only for support staff members. Academic staff members intended to do  postgraduate Masters and Doctoral degrees at other institutions, application’s are submitted directly to the Research Office for support from the Research Office PG Staff Development fund.  

4. General Principles 

4.1
The University does not usually consider retrospective applications i.e., of staff members who on their own registered for a qualification and upon completion, request that the University covers the cost thereof. The University prefers to be part of the decision taken by the individual to further their studies and thus will usually only consider applications prior to the registration of the staff member for a particular qualification. 
4.2
Where a staff member wishes to do a formal qualification lasting more than 12 months and the application has been approved, the University will continue to pay for the studies of that individual until they have completed the qualification (budget permitting) provided that he/she passes all subjects on an annual basis and completes the course in the agreed time-frame. In this case, staff do not have to reapply for funding but should merely submit their results and an invoice for the costs of the courses to be done in the following year. Where staff are doing post-graduate courses where results are not available, a supervisor’s report of their progress is required. 
4.3
Should a staff member fail a course or subject or receive an unsatisfactory report from the supervisor, further funding will not be provided until such time as the money for the failed course/subject has been paid back and if applicable, until the subject failed has been passed. In the case of post-graduate studies, financial assistance will only assume once a satisfactory supervisor’s report is received. 

4.4
Please note that the remission of fees facility for staff studying at Rhodes does not extend to the MBA or other courses offered by the Business School. If staff wish to do these programmes, the CE funding process is utilised but funding of this is subject to different principles. See Conditions for funding of the MBA at Rhodes University.

5. Selection of successful applicants
A fixed budget is provided for the CE funds. For this reason, it may not be possible to support all applications. Where the number of applications exceeds the finances available, a decision has to be taken as to which applications to support. Such a decision is taken on the basis of:

5.1 Whether or not the qualification is required by the institution as part of the individual’s development plan. This will be where the individual is in a development post and completing the qualification is a requirement of their probation; 

5.2 The motivation provided by the staff member as to the reason for doing the course in particular how this course will contribute to his/her career development; and
5.3 The extent to which the qualification will be of benefit to Rhodes University e.g. if a staff member wants to study a medical degree, that will not be supported by Rhodes because we do not have a medical faculty.
6. Payment of Tuition Fees

Monies will not usually be given directly to a staff member to pay for tuition fees unless they have paid the educational institution directly. The University, on behalf of the staff member will conduct an electronic transfer for the full cost of tuition, payable to the relevant institution. Proof of payment will be sent to the institution and a copy to the staff member concerned. Please note that it is the responsibility of the staff member to follow up with the HR Division representative and ensure that all registration matters have been taken care of.  The University will not accept liability for additional course costs incurred by the staff member. 
Payment available to successful applicants:

6.1 Grant fee - 75% 
On approval, 75% of the tuition costs is converted into a grant. Where a course has a significant cost such that this 75% paid by CE Fund is in excess of the maximum grant made (currently R11000.00 p.a.), the University will only pay the R11000 p.a. and the individual is liable for the rest of the course costs. 
6.2 Individual payment - 25% 

Whilst the University will pay the total tuition fees due, the staff member will be liable for the payment of 25% of the cost of tuition.

In repaying his/her portion of the fees, the staff member has the following options:

1. The staff member may be granted a loan with interest from the University, payable within 12 months, provided the individual does not already have a loan from the University and/or provided this loan will not be problematic to the financial well-being of the individual;
1. A deduction from one’s salary in the month when your bonus is due. (Interest is charged until the date of payment/bonus); and
1. Full payment in cash. 

If the staff member should elect to apply for a loan, he/she should bear in mind the following:
a) The loan will be repayable in installments which will be determined by the length of the course, the amount of the tuition fees and the individual’s net salary but would normally not be repayable over more than 12 months;

b) Only one loan will be granted at a time. This includes loans for other purposes. No further applications will be considered until such time that the loan is repaid in full. In the case where a staff member has registered for a course of more than one year, annual applications must be made for renewal of the loan. Should a staff member with such a loan leave the employ of Rhodes University for any reason before the end of the course, the full amount outstanding on the loan will be repayable. Continued assistance or application for a loan for a new course, will only be considered on proof of results deemed by the University to be satisfactory.

6.3 Member’s obligation

A member achieving the qualification and decided to resign from the University will be obliged to refund the University as per 2.5. This indicate that each month work after qualification represents R630.00. As an example: If a member resigns a year after qualification and the 75% portion represents R11000.00 the member would need to pay back R3440.00  (12 x R630.00 = R7560.00 – R11000.00). 


Staff members who fail to complete their studies will be required to repay the full 75% payment  (75% grant) that the University has paid on their behalf within 12 months.
7. Registration:

The staff member is responsible for ensuring that his/her application reaches the institution before the closing date. Whilst the HR Division will process applications as efficiently as possible, delays are often experienced from staff not returning the relevant documentation timeously eg loan forms, invoices indicating costs of the course, service contracts etc. Please note that no payments will be made to institutions unless the relevant documentation is returned to the HR Division representative. Staff must allow sufficient time for the HR Division to process documentation and request for payment from Finance and provide proof to the institution of such payment. From the time of staff member handing in documentation (service contracts, loan agreements etc), at least 8 working days must be allowed for this administration. 

Staff are encouraged to send their application forms to relevant institutions before they know whether or not their applications for funding have been approved. If the application for funding is approved, the HR Division will reimburse staff for the admission fee. If the application for funding is not approved, admission fees would be for the staff member’s account. 

8. Management Support

Given that only job-related courses (current or future) will usually be approved, it is critical that the staff member discuss his/her intention to study further with his/her immediate supervisor or manager. or HoD. The HoD/manager/supervisor will be required to comment on the suitability of the proposed course and how the knowledge and skills gained from the proposed course can be transferred into the workplace. Where the course may involve an element of practical work, the details of this will have to be discussed and decided on by the HoD/manager/supervisor and staff member.  Where the immediate supervisor or manager is not the Head of Department/Division/Institute, the Head will also be required to sign the application.
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