Rice University Policy No. 432
3) An undergraduate or graduate level course at a degree-granting institution, not taken
for credit, or a graduate level course taken for credit toward the completion of a
graduate degree, which will improve Rice employees' performance in their current
positions, and/or provide skills and knowledge that will assist Rice employees' career
progression at Rice.
The following courses at Rice University are likely to meet this objective and be eligible for
tuition reimbursement:
1) Glasscock School of Continuing Studies: Job-related and career-related courses in the
Foreign Language Program and in the ESL Communications Skills Program, and
other job-related or career-related professional development courses.
2) Jones Graduate School of Business Executive Education: Job-related and career
related courses.
3) Rice Summer School courses.
While there is no limit to the number of courses that are eligible for reimbursement during the
fiscal year, the maximum total reimbursement per employee per fiscal year is $2,500.
Courses specifically excluded from reimbursement under this program are workshops, seminars,
conferences, institutes, and courses at non-degree granting institutions.
Benefits eligible employees are also eligible for tuition waiver (with or without academic credit)
and audit for certain Rice University courses. Please consult the Tuition Waiver and Auditing
Courses policy No. 409.
Application and reimbursement
The employee must provide a completed application for tuition reimbursement, which
substantiates the eligibility of the course for tuition reimbursement, to his or her supervisor. The
supervisor will verify the course's eligibility for reimbursement with regard to the objective
above, and indicate approval by signing the application. Supervisors should consult with Human
Resources on any questions concerning course eligibility for reimbursement. The employee must
forward the signed application to Human Resources via campus mail (MS-92), or by email to
benefits@rice.edu for final approval and authorization of university funds before the start date of
the course. The employee will receive a copy of the approved application.
Employees will be reimbursed for 75 percent of course tuition and mandatory fees, up to the
$2,500 fiscal year (July 1 - June 30) maximum per employee, upon submitting proof of payment
of tuition and fees and successful completion of the course to Human Resources. If the course
has been taken for credit, the employee must earn a grade of C or higher to be reimbursed.
Employees will be reimbursed for 100 percent of the cost of GED/High School Equivalency
preparation courses and associated testing fees upon completion, up to the $2,500 per fiscal year
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