
UCF Tuition Waiver Benefit Program

Exención de Matrícula - Programa 
de Beneficios de UCF 

Presenter
Presentation Notes
Hello, my name is Ashley Longoria and I am the Human Resources Benefits Manager. I will be giving everyone a brief overview of the UCF Tuition Waiver Benefit Program. Hola, mi nombre es Ashley Longoria y yo represento departamento de “Humans Resources”, sección de Beneficios.  Yo les voy a ofrecer una pequeña explicación acerca del programa de exención de matrícula, aquí en UCF.



Program Overview
• (6) credit hours each semester
• Space available basis
• UCF courses only

Updates effective Spring 2017 semester:
• Employees can transfer credit hours to family 

members (spouses & dependent children)
• Employees (and/or family members) can 

register two hours ahead of state employees
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Presentation Notes
The UCF Tuition Waiver Benefit Program offers tuition assistance to eligible employees and/or their spouses and dependents in the form of a tuition waiver, good for up to six credit hours of coursework per semester. The tuition waiver is only available for courses on a space available basis, which means that in order for the waiver to be applied, the employee (and/or spouse/dependent) must register on the last day of registration for each term, at the time specified on the academic calendar. And as a reminder, the only eligible courses for the waiver are restricted to those taken at UCF. As many of you may remember, the UCF Board of Trustees approved revised UCF Regulation 3.0031 (Tuition Waiver Benefit Programs) implementing a revised university-wide tuition waiver benefit in September of last year. The updated regulation allows for a contingent tuition waiver of up to six credit hours for qualifying spouses and/or dependent children of full time regular employees. The revised regulation also allows employees (and/or spouse/dependent) to register two hours ahead of state employees.



Contenido del Programa
• (6)  horas de crédito estudiantil por semestre
• Espacio disponible limitado
• Cursos ofrecidos dentro de “UCF” únicamente

Notificaciones efectivas para el semestre de 
primavera, 2017:
• Los empleados podrán transferir sus créditos 

estudiantiles (6 horas), a los miembros de su familia 
elegibles (cónyuge, e hijos dependientes)

• Los empleados (o miembros de la familia) podrán  
registrarse con dos horas de antelación a los  
empleados estatales
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Presentation Notes
The UCF Tuition Waiver Benefit Program offers tuition assistance to eligible employees and/or their spouses and dependents in the form of a tuition waiver, good for up to six credit hours of coursework per semester. The tuition waiver is only available for courses on a space available basis, which means that in order for the waiver to be applied, the employee (and/or spouse/dependent) must register on the last day of registration for each term, at the time specified on the academic calendar. And as a reminder, the only eligible courses for the waiver are restricted to those taken at UCF. As many of you may remember, the UCF Board of Trustees approved revised UCF Regulation 3.0031 (Tuition Waiver Benefit Programs) implementing a revised university-wide tuition waiver benefit in September of last year. The updated regulation allows for a contingent tuition waiver of up to six credit hours for qualifying spouses and/or dependent children of full time regular employees. The revised regulation also allows employees (and/or spouse/dependent) to register two hours ahead of state employees.



Eligibility
• Regular Employees

• Faculty
• Administrative & Professional (A&P)
• University Support Personnel System (USPS)

• Full Time 
• 30+ Hours per Week

• Includes employees on sabbatical, professional 
development and medical leave

• Must possess a high school diploma (or its 
equivalent) and meet the University’s admission 
requirements

• Employee (or spouse/dependent) must apply & be 
admitted to the University as a student

• Not required to be degree seeking
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Presentation Notes
Eligible positions include all full time Faculty, A&P and USPS employees. Part-time and OPS employees are not eligible to participate. Anyone who intends to enroll for the first time at UCF for tuition waiver courses must possess a high school diploma or its equivalent and meet the University’s admission requirements. Admissions:Non-Degree Seeking: Graduate Non-Degree admissions (which allows anyone with a Regionally-Accredited Bachelor’s degree) allows students to enroll in any undergraduate or graduate level course provided that the department offering the courses grants them permission to do so. This admission is non-competitive and only requires a completed application (Faculty and Full-Time A&P and USPS employees have their application fee waived).Degree Seeking: Applicants are reviewed individually by the faculty members within the academic department based on a number of different and unique factors which are individual to their specific academic discipline. These include academic quality, specialized skills, research focus and background, professional experience and goals and potential to succeed.  



Elegibilidad
• Empleados Regulares

• Profesorado
• Personal Administrativo & Profesional, clasificación (A&P) 

(siglas en inglés) 
• Personal de Apoyo del Sistema Universitario, clasificación 

(USPS) (siglas en inglés) 
• Tiempo Completo

• 30+ Horas por semana
• Incluye empleados en periodo sabático, desarrollo 

profesional, y licencia médica
• Debe poseer un diploma de secundaria (o su 

equivalente), y cumplir con los requisitos de admisión 
de la universidad

• Empleado, cónyuge o dependiente, debe solicitar y ser 
admitido a la Universidad como un estudiante

• No se requiere la obtención de un título
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Eligible positions include all full time Faculty, A&P and USPS employees. Part-time and OPS employees are not eligible to participate. Anyone who intends to enroll for the first time at UCF for tuition waiver courses must possess a high school diploma or its equivalent and meet the University’s admission requirements. Admissions:Non-Degree Seeking: Graduate Non-Degree admissions (which allows anyone with a Regionally-Accredited Bachelor’s degree) allows students to enroll in any undergraduate or graduate level course provided that the department offering the courses grants them permission to do so. This admission is non-competitive and only requires a completed application (Faculty and Full-Time A&P and USPS employees have their application fee waived).Degree Seeking: Applicants are reviewed individually by the faculty members within the academic department based on a number of different and unique factors which are individual to their specific academic discipline. These include academic quality, specialized skills, research focus and background, professional experience and goals and potential to succeed.  



Contingent Waiver Program

• Spouses
• Dependent Children (under the age of 26)

• Defined as “any natural, adopted or step child of the 
employee, or any other child for whom the employee is a legal 
guardian, who is under the age of 26 at the time of 
enrollment.”

• May be used by up to two individuals (including 
employee) during any given semester

Presenter
Presentation Notes
Beginning in the Spring 2017 semester, if an eligible employee does not use the tuition waiver benefit or does not make use of the full six hours that are available to them, their spouses and/or dependent children under the age of 26 can utilize the tuition waiver up to six credit hours total. For purposes of this contingent waiver, “dependent child of an eligible employee” is defined as any natural, adopted or step child of the employee, or any other child for whom the employee is a legal guardian, who is under the age of 26 at the time of enrollment. This contingent waiver may be used by up to two individuals (including the employee) during any given semester.



Programa de Exención de 
Matrícula
• Cónyuge
• Hijos dependientes (menos de 26 años de edad)

• Se definen como: “natural, adoptado, hijastro del empleado, u  
otro hijo del empleado (quien cuente con una custodia legal) y 
que al momento de registración/matrícula, tenga menos de 26 
años de edad.”

• Puede ser utilizado hasta por dos personas 
(incluyendo al empleado), y durante  cualquier 
semestre.
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Beginning in the Spring 2017 semester, if an eligible employee does not use the tuition waiver benefit or does not make use of the full six hours that are available to them, their spouses and/or dependent children under the age of 26 can utilize the tuition waiver up to six credit hours total. For purposes of this contingent waiver, “dependent child of an eligible employee” is defined as any natural, adopted or step child of the employee, or any other child for whom the employee is a legal guardian, who is under the age of 26 at the time of enrollment. This contingent waiver may be used by up to two individuals (including the employee) during any given semester.



Ineligible Programs & Courses
• Continuing Education 

classes/courses
• Market Rate or Cost 

Recovery Programs
• Thesis Hours
• Dissertation
• Internships
• Directed Independent Study
• Practicum
• Clinical
• Supervised Research
• Doctoral Special 

Topics/Seminars

• Cooperative Education
• Late Payment Fees, Repeat 

Surcharge, Non-Resident or 
Excess Hour Fees

• Courses offered through 
other State Universities or 
State/Community Colleges

• Waivers cannot be used in 
conjunction with any other 
tuition waiver or exemption 
that would cover the same 
course(s)

*The University has the authority to designate which UCF 
courses are classified as eligible for the tuition waiver.
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All of the courses and fees ineligible for the tuition waiver are listed on the screen. Also, the tuition waivers cannot be used in conjunction with any other tuition waiver or exemption that would cover the same courses.



Programas & Cursos Inadmisibles
• Educación Continua  

clases/cursos
• Tarifa de mercado o programas 

de recuperación con bajo costo 
• Horas asignadas para la tesis
• Tesis doctorales
• Prácticas
• Estudios independientes
• Pasantía
• Clínicos
• Investigaciones supervisadas
• Temas especiales de 

doctorado/Seminarios
• Educación 

• Colegios Técnicos 
• Pagos retrasados, recargos 

repetitivos, No-Residentes o 
exceso de tarifas por hora

• Cursos ofrecidos por otras 
universidades estatales o 
universidades comunitarias

• Las exenciones no pueden ser 
combinadas con otras 
exenciones, o con exenciones 
que cubran el mismo curso. 

*La Universidad Central de la Florida “UCF” (siglas en 
inglés), conserva el derecho de designar el tipo de 
cursos elegibles para obtener la exención de matrícula 
“tuition waiver”.
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All of the courses and fees ineligible for the tuition waiver are listed on the screen. Also, the tuition waivers cannot be used in conjunction with any other tuition waiver or exemption that would cover the same courses.



Registration
• Space Available Only

• Must wait to register for courses until the last day of 
regular registration at 1:00 p.m. (or thereafter) to 
register. 
*Specific registration dates and times are listed on the academic calendar. Summer term 
has two employee registration dates – one for Session A, C and D; and one for Session 
B. 

• The following registration activities prior to 
registration may invalidate waiver:

• Course added and dropped later
• Putting courses in shopping cart
• Department/Advising registration
• Adding course to waitlist
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As a reminder, the tuition waiver is only available for courses on a space available basis, which means that in order for the waiver to be applied, the employee (and/or spouse/dependent) must wait to register for courses until the last day of regular registration at 1:00 p.m. (or thereafter) to register. Before you begin the registration process, view the Academic Calendar to determine the registration date and time for UCF employees and UCF Employees’ Spouses and dependents. Registration of courses prior to the published date and time will invalidate the use of the tuition waiver. Please note that there are certain registration activities that may invalidate the use of the tuition waiver if completed prior to registration including adding the course and dropping it later, placing courses in the shopping cart, department/advising registration, or adding the course(s) to a waitlist. 



Registración
• Basado en el espacio disponible 

• Inscripción a los cursos: deberá esperar hasta el último 
día de inscripción regular (1:00 p.m. o después de esa 
hora). 
*Las fechas y horas específicas de registración aparecen listadas en el calendario 
académico. El “Summer term”, especifica dos fechas diferentes de registración para el 
empleado: Una para la “Session A”, “C and D”, y una para la “Session B”. 

• Actividades previas que podrían invalidar su 
exención (elaboradas previo al periodo específico 
de registración):

• Cursos añadidos y luego descartados
• El colocar cursos con anterioridad en el carrito de compra 

(shopping cart)
• Inscripción del Departamento/Asesoramiento
• El añadir el curso a la lista de espera

Presenter
Presentation Notes
As a reminder, the tuition waiver is only available for courses on a space available basis, which means that in order for the waiver to be applied, the employee (and/or spouse/dependent) must wait to register for courses until the last day of regular registration at 1:00 p.m. (or thereafter) to register. Antes de que empieze el proceso de inscripción, revise el Calendario Académico para determiner la hora y el día de la inscripción para los empleados de UCF y sus dependientes. Inscripción de cursos antes del dia/hora indicado lo haran illegible para recibir la exención de su matrícula. Please note that there are certain registration activities that may invalidate the use of the tuition waiver if completed prior to registration including adding the course and dropping it later, placing courses in the shopping cart, department/advising registration, or adding the course(s) to a waitlist. 



Procedure
Complete UCF Tuition Waiver Benefit 
Program Form 
• Available on Human Resources website: http://hr.ucf.edu/current-

employees/tuition-waiver-program/

Email completed form to Student Accounts 
(saswaivers@ucf.edu) prior to the payment 
deadline
• Failure to submit form by payment deadline may result in a late 

payment fee of $100, which is not covered by the waiver

Access fee invoice three days prior to the 
fee payment deadline date to ensure the 
waiver was applied to account
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The UCF Tuition Waiver Benefit Program form may be obtained from the Human Resources Website at the link on the screen. A completed and signed Tuition Waiver Benefit Program form must be emailed to Student Account Services by the date fees are due as stated on the academic calendar. Employees are instructed to view the Fee Invoice three days prior to the fee payment deadline date to ensure the waiver was applied to their account. 

http://hr.ucf.edu/current-employees/tuition-waiver-program/
mailto:saswaivers@ucf.edu


Procedimiento
Completar la solicitud de exención de 
matrícula, del Programa de Beneficios de 
UCF:  
• Disponible en la página electrónica de “Human Resources”: 

http://hr.ucf.edu/current-employees/tuition-waiver-program/

Envíe la solicitud ya completada, vía correo 
electrónico, y antes del vencimiento de pago a: 
Student Accounts saswaivers@ucf.edu
*Si el formulario no es recibido dentro de la fecha límite de pago, 
una penalidad de $100 será implantada, la cual no esta cubierta 
por la  exención de matrícula. 

Ingrese y revise la información de su 
factura (tres días antes de la fecha límite 
de pago), y asegúrese que la exención de 
matrícula haya sido aplicada a su cuenta
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The UCF Tuition Waiver Benefit Program form may be obtained from the Human Resources Website at the link on the screen. A completed and signed Tuition Waiver Benefit Program form must be emailed to Student Account Services by the date fees are due as stated on the academic calendar. Employees are instructed to view the Fee Invoice three days prior to the fee payment deadline date to ensure the waiver was applied to their account. 

http://hr.ucf.edu/current-employees/tuition-waiver-program/
mailto:saswaivers@ucf.edu


Income Taxation
• Tuition waiver amounts in excess of $5,250 per 

calendar year for graduate level courses are 
included in UCF employee earnings and the 
appropriate payroll and federal withholding 
taxes will be taken. Currently there is no limit to 
employees for undergraduate courses.

• If employee is subject to the tax, the Human 
Resources Payroll section will send them a 
personalized email that gives them their specific 
taxable/tax amount and how many pay periods the 
taxes will be deducted.



El Impuesto a la Renta
• Los montos de la Exención de matrículas, los 

cuales excedan la cantidad de $5,250 (por año 
escolar),para cursos al nivel de posgrado, se 
encuentran incluidos en los ingresos del 
empleado; de la misma manera, los impuestos 
federales y las deducciones de nómina apropiadas 
serán deducidas de tales ingresos. Actualmente, 
los empleados carecen de un límite para la toma 
de cursos a nivel universitario/pregrado. 

• Si el empleado llegase a estar sujeto a impuestos 
federales, el departamento de “Human Resources”, sección 
de “Payroll”, le enviará un correo electrónico 
(personalizado), indicándole la cantidad específica de la 
base imponible/impuestos, y de la cantidad de periodos 
de pago que especifican la deducción de los mismos. 



Utilization
• Fall 2016

• 344 Employees

• Spring 2017
• 338 Employees
• 95 Spouses/Dependents

Presenter
Presentation Notes
We have had a few people ask us what the tuition waiver utilization is. The utilization for the Fall 2016 and Spring 2017 semesters are on your screen. 



Utilización de la Exención de 
Matrícula 
• Durante el otoño, de 2016

• 344 Empleados recibieron este beneficio

• Durante la primavera, de 2017
• 338 empleados, y
• 95 cónyuges y dependientes, recibieron este 

beneficio

Presenter
Presentation Notes
We have had a few people ask us what the tuition waiver utilization is. The utilization for the Fall 2016 and Spring 2017 semesters are on your screen. 



• http://hr.ucf.edu/current-employees/tuition-
waiver-program/

• UCF-3.0031 Tuition Waiver Benefit Program 
regulation

• Forms
• FAQ

• http://www.studentaccounts.ucf.edu/
• http://calendar.ucf.edu/

Presenter
Presentation Notes
For your reference, we have included links that may be useful when utilizing the tuition waiver. 

http://hr.ucf.edu/current-employees/tuition-waiver-program/
http://www.studentaccounts.ucf.edu/
http://calendar.ucf.edu/


• http://hr.ucf.edu/current-employees/tuition-
waiver-program/

• UCF-3.0031 Tuition Waiver Benefit Program
regulation

• (Regulaciones de la Exención de Matrícula-Programa de 
beneficios de UCF-)

• Forms
• Formularios

• FAQ
• Preguntas frecuentes 

• http://www.studentaccounts.ucf.edu/
• http://calendar.ucf.edu/
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Presentation Notes
For your reference, we have included links that may be useful when utilizing the tuition waiver. 

http://hr.ucf.edu/current-employees/tuition-waiver-program/
http://www.studentaccounts.ucf.edu/
http://calendar.ucf.edu/


Translated by Tania Gutierrez-Catasus 7-2017
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