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POLICY MAINTENANCE ADMINISTRATOR: Chief Learning Officer

PURPOSE/SCOPE: To establish policy and procedures for the uniform
implementation of the tuition waiver program in the Department of Highway Safety
and Motor Vehicles.

. AUTHORITY

Section 1009.265(1), Florida Statutes, State Employee Fee Waivers

[I. DEFINITIONS

A. Learning and Development Office- The unit responsible for coordinating agency
members’ participation in the state tuition fee waiver program.

B. Immediate Supervisor- The designated reporting authority as indicated on the
member's official position description.

C.Member- A full-time state employee in an established authorized position.

D. Tuition Waiver Form- STATE EMPLOYEE TUITION WAIVER PROGRAM-
INTENT TO APPLY FORM.

E. University- An institution in the State University System of Florida, and any
branch campuses, centers, or other affiliates of the institution.

F. Community College- An institution in the Florida College System, and any branch
campuses, centers, or other affiliates of the institution.

G.University and Community College Courses- Courses that enhance a member's
overall promotional opportunities, to maintain professional licenses required for
employment, required for a specified degree program, in preparation for new
employment opportunities or for personal growth and enhancement. University
and community college courses need not be directly job-related.
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lll. POLICY

It is the intent of the Department to provide access to training and education that
allows members to develop knowledge, skills, and abilities that will improve the
overall quality of public service. The Department encourages the use of the State
Tuition Fee Waiver program for university and community college courses to
facilitate personal development of members by providing an opportunity for formal
education. A member is eligible for up to six (6) credit hours per term on a space
available basis, as determined by the individual college or university.

IV. PROCEDURES

A.

Division Authorization/Course Approval

Department members will obtain appropriate supervisory approval before
submitting the tuition waiver form to the Chief Learning Officer. Final approved
tuition waiver forms will contain the authorizing signature of the supervisor and
the Chief Learning Officer. If the university or community college requires a
separate tuition waiver form, it will be submitted at the same time and carry the
same signatures.

. Members will not be permitted to use any Department space, personnel,

equipment or supplies to complete coursework, unless they obtain prior approval
from their supervisor.

. Members will not be permitted to attend courses or programs of instruction,

including travel to and from the university or community college, during assigned
work hours, unless such time is covered by approved annual or compensatory
leave as approved by the supervisor at the beginning of the academic period.

. Responsibilities of the Member

1. Eligible members must obtain a “State Employee Tuition Waiver Program
Intent to Apply” form and ensure that each section is completed. The
member will submit the completed form to the immediate supervisor for
review and initial approval.

2. The member must coordinate approval of any necessary time away from work
with the immediate supervisor prior to initial approval.

Responsibilities of the Immediate Supervisor

1. The immediate supervisor will ensure that members are full-time state
employees in an established authorized position.

2. The immediate supervisor can approve annual or compensatory leave or
temporarily revise work schedules each semester for members to attend
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courses when it is possible to accommodate leave and ensure the effective
work performance of the unit. Any such approval by the supervisor is subject
to compliance with procedures and requirements of the division.

F. Responsibilities of the Learning and Development Office

1. The Chief Learning Officer will approve all tuition waiver forms as the agency
designee.

2. The Chief Learning Officer or designee will maintain copies of all approved
and disapproved tuition waiver requests and make them available for review
by the Department of Management Services when requested.
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