
                  JHHSC/JHH Tuition Assistance Program Application 
Please read the information on the back of this application before completing. A Tuition Assistance Application needs to be completed prior to each semester, for 
Tuition Advancements only. For Reimbursement each application is submitted at the end of the semester class to the HR Service Center, Phipps 455 or by e-mail 
attachment to Tuitionapplications@jhmi.edu   Payment of this benefit may be taxable and subject to withholding rules.  

Part I: Employees Information  

Please Print: 
Employee Name: ___________________________________________________________________ SSN#____________  -  ________ -  _____________ Scheduled Hours: ________ 

Address: ______________________________________________________________City: ______________________________________ State:________  Zip: __________________ 

Work#: ______________ Job Title:_____________________________ Location:__________________________________ Email address: ____________________________________ 

Part II: College/University Information 

Name and Address of the School Attending: ___________________________________________________________________________________ 
 
Type of Degree (circle one) Licensure AA BS/BA Master’s PhD# of Credits:   _________________________________________________________ 
 
Name of Program Seeking Degree In: ________________________________________________________________________________________ 
 
Title of Course         Start Date      End Date Credits         On-line   
    Yes or No 
    Yes or No 
    Yes or No 
    Yes or No 
    Yes or No 
    Yes or No 
Part III: Manager Portion  

1. Have you had an educational development discussion with the employee? ______Yes  _______ No 
2. Have you discussed the service payback requirement with the employee? ______  Yes _______ No 
3. Is this post –graduate (Ph-D, JD, etc.)? Yes _____   No _______ (If yes, you must have this form signed by the VP of your department.) 
4. Is the school that the employee is attending out of the Baltimore/Washington area? ______Yes _______ No ( If yes, you must have this form 

signed by the VP of your department.) 
**** Managers Signature is not a guarantee of payment** 

 
_______________________________________________________________   ______________________________________   ________________  

Manager‘s Printed Name               Manager’s Signature   Date 
 

_______________________________________________________________   ______________________________________   ________________  
VP’s Printed Name       VP’s Signature    Date 

Part IV: Employee Signature  

I certify that all information is accurate and I have read the back of this form.  I understand and agree to the service payback requirement set forth in the Tuition Policy 
(HR332) including the withholding and legal provisions. I understand that tuition may or may not be available after I complete my program. I understand that tuition 
assistance is taxable over $5,250 for both graduate and undergraduate programs. I authorize JHHSC/JHH to deduct the full amount for tuition, including any sums paid by 
JHHSC/JHH on any tuition loan guaranty, including any accrued interest on such loan, from my paychecks without notice or demand for payment. JHHSC/JHH will provide 
me with a statement setting forth the total amount to be repaid and a schedule of payments. I shall have the option of making a lump sum payment or installment with 
JHHSC/JHH approval. HRSC/Benefits have reserved the right to contact and/or notify an employee College/ University for any discrepancies.    

Employee Signature: _______________________________________________ E-mail Address _______________________ Date_____________ 

HR Service Use Only: 

JHHSC ___________                                                                                         JHH ______________  

Perner #________________   HRSC Comments:________________________________________________________________________________ 

**Please Provide: Itemized Bill _________   Grades: ______________ Proof of Payment: _____________ 

mailto:Tuitionapplications@jhmi.edu�


ELIBILITY 
Eligibility begins after sixty days of employment.  Assistance is granted to employees regularly scheduled to work full- time (40 hours) or part- time (20-
39 hours) per week and not under any written disciplinary action.  
HIGHLIGHTS OF THE PROGRAM 
Eligible employee must attend an accredited college/university, in the Baltimore/Washington Metropolitan area. Exceptions to this may be made 
provided the employee’s Vice President approves the course of study and submits a written explanation of necessity of the course outside of the 
geographic area to the HR Service Center/Benefits Office.  Courses must lead to vendor /academic licensure or degree and meet the criteria of business 
or operational necessity. Under the Tuition Program there a list of covered degrees eligible for/advancement reimbursement. Employees may take up to 
18 credits per academic year (see HR332 Policy if hired prior t o 1/1/2007).  (September 1st – August 31st) excluding MBA or MHS programs. 
Employees that are MBA/MHS programs may take up to 24 credits per academic year. Courses for credit and On-Line courses are covered under the 
policy, provided that such course work leads to licensure or degree. Correspondence courses, certificate programs, seminars, or conference are not 
covered under the program.  Noncredit courses which are required as a part of a curriculum leading to a degree or licensure will be considered on the 
case by case basis subject to the approval by the Director of Benefits. Computer software courses (Microsoft Word, Excel, Access, Lotus etc) are 
excluded from this program.  
ADVANCEMENT 
Non – represented employees earning less than $35,000 annually ($16.82/ hour) are eligible for tuition advancement (excludes Graduate Studies). If 
applying for tuition advancement you are required to complete a Tuition Assistance Application and the Tuition Advancement Application along with an 
itemized bill from the school that you are attending that separates the fees and tuition costs. Proof of payment in full that details the payment type: 
(ie…Cash, Check, Credit Card, Loan, Grant, Scholarship, Etc.)  A grade report in the case of a Pass/Fail or satisfactory/ unsatisfactory course a letter 
from the professor indicating the letter grade that would be earned for the work completed   Financial Aide and/or scholarship dollars received will be 
deducted prior to payment from JHHSC/JHH. Forms are submitted to HR Service Center/Benefits Office four weeks prior to the start of class. Tuition 
requests for Advancement will not be processed once the class has begun. At the end of the course, grade must be turned into HR Service Center within 
one month. If course is not completed or grades are not received the Tuition Advancement dollars received will be deducted from the employee’s 
paycheck. 
REIMBURSEMENT 
Reimbursement shall be for tuition or Challenge Exam costs only. All fees in access of tuition are the sole responsibility of the employee and shall not be 
reimbursed by JHHSC/JHH.  Proof of payment in full that details the payment type: (ie…Cash, Check, Credit Card, Loan, Grant, Scholarship, Etc.)  A 
grade report in the case of a Pass/Fail or satisfactory/ unsatisfactory course a letter from the professor indicating the letter grade that would be earned 
for the work completed   Financial Aide and/or scholarship dollars received will be deducted prior to payment from JHHSC/JHH.  Satisfactory completion 
of an approved course or Challenge Exam included: 
 

Program Minimum Required Grade 
Undergraduate “C” Graduate “B” Other Programs or Passing Grade if applying for tuition reimbursement, tuition forms, grades and proof of payment (as 

described above) Semester must be paid in full showing a zero balance. Forms are submitted to the HR Service Center at the end of each course. 
Tuition Programs for Reimbursement /Advancement is based on the following 

Scheduled Hours per Week Advancement/reimbursement 
40 hours – 100% 30-39hours- 75% 20-29 hours- 50% 

TAXABILITY 
Tuition Assistance is considered taxable income for Undergraduate and Graduate programs in excess of $5,250 annually, as determined by the Internal 
Revenue Service’s (IRS) Guidelines. 
 
SERVICE PAYBACK 
After satisfactory completion of the course(s), the employee agrees to work for JHHSC/JHH as follows: Refer to Tuition Policy HR 332  An employee 
receiving tuition assistance ( reimbursement/Advancement) must agree in advance( as part of the application/approval process) to work for JHHSC/JHH 
for a period time Refer to Tuition Policy HR 332  After satisfactory completion of the last semester, an employee must agree to work for JHHSC/JHH 
as based on the total dollars reimbursed / advanced under the tuition assistance program. 
 
EMPLOYEES HIRED PRIOR to 1/1/2007 
 Employees may take up to 18 credits per academic year (September 1st – August 31st) for undergraduate courses and those pursing a Masters or 
PhD. Employees in an accelerated MBA/MHS program may take a maximum of 24 credits per academic year. Employees will be eligible for  tuition 
assistance up to the maximum 18/24 credits or $10,000 per academic year ,whichever is greater. 
 
EMPLOYEES HIRED  1/1/2007 or Later 
Employees are eligible for Tuition assistance up to a maximum of $10,000 per academic year( September 1st – August 31st) .   
 
Effective 9/1/2010 ( Applicable To Those Hired 1/1/2007 OR Later  
Employees pursing an accelerated MBA/MHS program will be eligible for tuition assistance a maximum of $15,000 per academic year (September 1st – 
August 31st) 
 
Effective 9/1/2007 
Employees hired 1/1/2007 or later, who attend JHU School of Nursing, are eligible for a maximum of $15,000 per academic year. This is applicable only 
to those attending the JHU School Nursing.  Employees attending JHU School of Nursing also have the option for Tuition Loan Assistance Program. 
 
NOTE: Repayment obligation will be prorated to take into account any partial completion of the service paid back. By accepting educational assistance, an employee expressly authorizes 
JHHSC/JHH to withhold any repayment amount required under the Tuition HR332 Policy in accordance with the Maryland Wage Payment and Collection Law, Maryland Annotated Code, S3-503(2) , to 
retain and use funds owed to the employee including but not limited to the employee’s final pay or vacation pay or PTO ). If the employee fails to make any required repayment and Hopkins takes action to 
recover the repayment obligation, the employee agrees to pay fees incurred by JHHSC/JHH in pursing recovery. If you have any questions, please contact the Hr Service Center, (410) 955-6208 at 
Phipps 455. 

 



JHHSC/JHH TUITION PROGRAM 
Reimbursement/Advancement 

Covered Degrees 
Sciences Engineering Liberal Arts 

Anatomy & Physiology Biomedical engineering Communications 
Applied Physics Chemical & Bimolecular 

Engineering 
Community Health 

Astrophysics Civil Engineering Cultural Studies 
Behavioral Biology Computer Engineering Education( Early Childhood only) 

Bioethics Engineering Mechanics Electronic Media 
Biology Environmental Engineering English 

Biotechnology General Engineering  Family Studies 
Botany Materials Sciences & Engineering Gerontology 

Chemistry  Humanistic Studies 
Cognitive Science Business International Studies 

Computer  Accounting Linguistics 
Ecology Advertising Multicultural Studies 

Environmental Sciences Business Administration Psychology 
Exercise Science Economics Speech Pathology/Audiology 
Forensic Science Finance Social & Behavioral Sciences 
General Science Health Care Management Social Work 

Health Information Human Resources Sociology 
Health Science Information Systems/Information 

Technology 
Spanish 

Histology Internal Business Web Design 
Medical Technology Law Women’s studies 
Medical Chemistry Logistics Writing 

Microbiology Management  
Natural Science Marketing Other 
Neuroscience Mathematics Clinical Informatics  

Nursing School MBA Applied Informatics 
Nutrition Public Relations Project Management 
Physics Statistics  

Physical Therapy   
Public Health Studies   

Radiation Therapy   
Radiology   

Respiratory Therapy   
   
   
   
   

 


