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STAFF WISHING TO REGISTER AT RHODES UNIVERSITY

FOR A SINGLE COURSE OR DEGREE 

PROCESS TO BE FOLLOWED 

Before proceeding, please first discuss your desire to study with your HoD or manager. It is important that they are involved in this decision and that any work implications are agreed on. 

Step 1:
Access Relevant Forms
FOR STAFF WISHING TO DO A SINGLE COURSE, please complete the following:

· Application for a Staff Member to Attend Lectures as an Occasional Student, from the Student Bureau)

· Application for the Remission of Tuition Fees, available on the Human Resources website: http://www.ru.ac.za/humanresources/academicstaff/remunerationandbenefits/remissionoffees/  The Student Bureau will usually also have a stock of these forms. 
FOR STAFF WISHING TO REGISTER FOR A DEGREE, please complete the following: 

· Application for admission to study (there are different forms for different courses). This you must get from the Student Bureau or on their website: http://www.ru.ac.za/registrar/forms/  

· Application for the Remission of Tuition Fees, available on the Human Resources website: http://www.ru.ac.za/humanresources/academicstaff/remunerationandbenefits/remissionoffees/  The Student Bureau will usually also have a stock of these forms. 

Step 2:

Return COMPLETED FORMS 

You are responsible for passing on your official student registration forms to the Student Bureau. The Application for Remission of Fees form, signed off by your Manager/Head of Department, should then be returned to the HR Generalist for the department in which you work.  You will be notified by the HR Generalist, if the application does not meet the criteria for eligibility, or if the application is incomplete or invalid. Otherwise, usually within 48 hours of receipt of the application form, this will be sent to the Student Fees office in the Finance Division, for processing.  
Step 3:

Arrange FINANCIAL MATTERS with the Finance Division

If you are doing a degree, you need to make the necessary financial arrangements for payment of your portion of the course fee. Discuss the options with the Student Fees Office in the Finance Division. Please wait at least 72 hours after handing your form in to Human Resources before approaching the Student Fees office in the Finance Division.

Step 4:

Follow-up if necessary

You should receive confirmation from the Registrar’s Division, of your acceptance onto the course. If not, please follow this up with the Student Bureau. 

Step 5:

Submit a COPY OF YOUR RESULTS to the HR Office

When you have successfully completed your qualification, please forward confirmation to Human Resources, who will update your records on the HR database. This information is needed for the University’s Skills Reports, as well as to confirm eligibility for either the Thomas Alty or Vice-Chancellor’s Awards, which recognises staff who successfully complete a qualification while employed at Rhodes: http://www.ru.ac.za/humanresources/academicstaff/recognitionandreward/altyandvcsawards/. 
STAFF BENEFITS FOR STUDYING AT RHODES UNIVERSITY

PLEASE NOTE: The benefits listed below only apply to the standard university degrees, as well as single courses forming part of the curriculum for a degree. In the case of Short Courses, please refer the matter to the academic department hosting the course, to find out if any staff discounts apply. Furthermore, where courses are offered by externally funded units, such as the Rhodes Business School’s MBA Programme, the benefits detailed below do not apply.  However, application for financial assistance in these instances may be made via the Continuing Education Fund, where relevant: http://www.ru.ac.za/staffdevelopment/funding/continuingeducationfund/  
	Opportunity
	Complete one single course, free of charge
	Register for a Post-Graduate Degree, with a 75% remission

	Staff Eligibility  (Subject to certain conditions outlined at end of this document.)
	Staff on recognised Rhodes University contracts, including those that are outside funded, qualify for concessions for study at Rhodes University: Full time, contract, temporary and part-time staff, Hall and House Wardens and Teaching Assistants. This is on condition that the contract hours average 83.33hrs per month (1000hrs p.a) .  Authorisation will be granted upon condition that the applicant is on the University’s staff, as defined above, for 6 months or more of the year in which fee remission is applied. If a staff member whose application for remission was approved, leaves the University’s employ prior to 1 July, s/he will be required to make a pro-rata repayment for the months in which s/he will not be a member of staff.  

	Conditions of participation
	1.  Attendance at lectures and tutorials/practicals must not unduly interfere with work commitments.

2.  The course is linked to the individual’s current work or proposed career plan.

3.  The staff member’s manager/HOD has agreed that s/he can register and will be allowed to attend lectures and tutorials/practicals.

4.  The HOD of the academic department of the proposed course agrees that this staff member can register.

5. The time taken off in attending classes is made up during the course of the year of study or leave is taken for the equivalent amount of time.
6. The Vice-Chancellor’s permission has been obtained and such permission will be given only if he is satisfied that the amenities available for the chosen course will not be unduly strained and that conditions 1-5 have been met.
	1.  The manager/Head of Department or institution has granted permission for the staff member to register for the degree.
2.  Such permission will only be granted if the work of the department or institution will not be adversely affected by the staff member’s registration.

3.  The course will be of value to the staff member in carrying out his/her official duties in the short or long term.
4. Where the post-graduate degree involves attendance at lectures, points 1-5 for single courses apply. 

	Costs
	Tuition is free. An application fee and costs of handouts are for the staff member’s own expense.
	Staff member registering for a degree pays 25% of the normal tuition fee. For staff undertaking postgraduate degrees that are research related, the Research office can be contacted for information and criteria relating to a refund of the 25%. 

	Payment Arrangements
	
	Application fee (if relevant) to be paid to the University cashier before submitting forms. The payment of 25% of course fee or the minimum Initial Payment (MIP) must be discussed with the Finance Division- Student Fees. If the staff member has a stop-order to pay the 25%, no MIP is needed.

	Remission Period
	
	Honours-                2 years maximum
Master’s Degree-   4 years maximum
PhD Degree-          6 years maximum.
For further information please see the website:

http://www.ru.ac.za/humanresources/academicstaff/remunerationandbenefits/remissionoffees/  


	Opportunity
	Part-Time Staff Completing an Undergraduate Degree
	Full-Time/Part-Time Staff Completing more than one Undergraduate course

	Staff Eligibility  (Subject to certain conditions outlined at end of this document.)
	Only current part-time staff, including Hall and House Wardens. Authorisation will be granted upon condition that the applicant is on the University’s staff, as defined earlier, for 6 months or more of the year in which fee remission is to be applied.


	Staff on recognised Rhodes University contracts, including those that are outside funded, qualify for concessions for study at Rhodes University: Full time, contract, temporary and part-time staff, Hall and House Wardens and Teaching Assistants. This is on condition that the contract hours average 83.33hrs per month (1000hrs p.a).  Furthermore, the applicant must be on the staff for 6 months or more of the year in which fee remission is applied.   

	Conditions of participation
	1. Permission needs to be granted by the applicant’s manager, Head of Department or institution, to register for the degree.

2. Such permission will only be granted if the work of the department or institution will not be adversely affected by the staff member’s registration. 
3. Any time taken off to attend lectures/tutorials or practicals during work time must be made up during the course of the year of study or leave is to be taken for the equivalent amount of time. 

4. The course must be of value to the staff member in carrying out his/her official duties in the short or long term.
	1. Permission needs to be granted by the applicant’s manager, Head of Department or institution, to register for the degree.

2. Such permission will only be granted if the work of the department or institution will not be adversely affected by the staff member’s registration.

3. The course must be of value to the staff member in carrying out his/her official duties in the short or long term.
4. Where the post-graduate degree involves attendance at lectures during work time, this time must be made up during the course of study or leave is to be taken for the equivalent amount of time. 

	Costs
	The staff member pays 60% of the normal tuition fee. Where an individual is taking two or more courses in one year of study, one course will be free of charge (in terms of the benefits listed earlier for completion of a single course) and all further courses will be charged less the 40% remission OR simply the 40% remission will be applied on the total tuition fee for the single courses, whichever is the lesser for the staff member.
	Where the staff member is taking two or more courses in one year of study, one course will be free of charge (in terms of the requirements listed above) and the further course/s will be charged less the 40% remission.

	Payment Arrangements
	Application fee (if relevant) to be paid to the University cashier before submission of forms. The payment of the 60% of course fee or of the Minimum Initial Payment (MIP) needs to be discussed with the Student Fees section of Finance Division. If the staff member has a stop order to pay their portion of the fees, no MIP is needed.

	Remission Period
	Please refer to the Human Resources website: 

http://www.ru.ac.za/humanresources/academicstaff/remunerationandbenefits/remissionoffees/ 


Conditions linked to staff eligibility:

Staff who resign from the University: If a staff member whose application for remission was approved subsequently leaves the University’s employ prior to 1 July, s/he will be required to make a pro-rata repayment in respect of the months in which s/he will not be a member of staff. 

Staff who join the university: If an individual joins the University staff after 30 June, s/he would qualify for remission on a pro-rata basis for completed months in which s/he is a member of staff.

Part-Time staff Eligibility: In addition to meeting the criteria that the contract period needs to be for 6 months or longer for the year of study, the average work hours of the contract need to be 83.33 hours per month (1000hrs per annum divided by 12 months of the year).
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