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4.3 EDUCATIONAL BENEFIT POLICY 
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are responsible for notifying the HR Department of the UA System Office regarding any information that 
would affect eligibility for educational assistance.  
 
If the employee terminates employment or becomes ineligible during the course of the term, any 
educational assistance in place at the time of termination will remain in effect for the remainder of that 
term only.  
 
Educational Benefit for Spouses and Dependents of Eligible Employees  
After eligible employees have been employed six (6) continuous months, spouses and dependents may 
be reimbursed an amount equal to 50% of the tuition costs at the standard on-campus, in-state 
undergraduate or graduate tuition rate for eligible courses. Higher tuition rates for special enrollment 
programs, such as but not limited to law school, medical school, or executive programs do not entitle 
the eligible dependent to amounts above the standard on-campus, in-state graduate tuition rate.  
 
The employee must be in an eligible employment status through the first day of classes for the spouse 
or dependent to receive educational assistance for the fall semester, spring semester or summer terms. 
If it is later determined that the employee was not eligible, any applicable educational assistance may be 
recalled. Employees are responsible for notifying the HR Department of the UA System Office regarding 
any information that would affect eligibility for educational assistance.  
 
If the employee terminates employment with the System Office or an eligible dependent becomes 
ineligible during the course of the term, any educational assistance in place at the time of termination 
will remain in effect for the remainder of that term only.  
 
For the purposes of this policy, a dependent child must either meet the definition of an IRS dependent 
or must be unmarried and under age 26 on the first day of classes.  
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Department of the UA System Office. Applications are available online on the UA System Office website.  
Only one application per student is necessary for the academic year. The academic year begins with the 
fall semester and ends with the summer terms.  To obtain reimbursement, receipts and a completed 
requisition form must be submitted to Payroll who will then process the reimbursement. 

http://uasystem.edu/administration/
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Degree        Certification/Licensure 
 
Associate   $1,000   Certification   $1,000 
 
Bachelor   $2,000   Licensure   $1,000 
 
Masters/EDS/JDS  $3,000  
 
Doctorate   $4,000  
 
Regional accreditation ensures that an institution’s academic programs meet acceptable levels of 

https://ope.ed.gov/dapip/#/home
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Eligibility for Military Leave of Absence 
In accordance with USERRA and Alabama law (Ala. Code § § 31-2-13, 31-12-2), employees who 
perform service in the uniformed services (as defined by USERRA) are entitled to a military 
leave of absence from their UA System Office position, subject to the limitations and 
restrictions set forth in federal and state laws and UA System Office policy. Upon receiving an 
assignment for military service, employees should promptly provide notice to their supervisors 
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d) Merit increases for employees on military leave. 

When an employee returns from military leave, the UA System Office will pay that 
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military caregiver leave begins on the first day that an employee takes military caregiver leave 
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It is the responsibility of an employee on FML to regularly communicate to his/her appropriate 
supervisor regarding their leave status and their intent to return to work. At a minimum, 
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If the need for Paid Parental Leave is foreseeable, an Eligible Employee must give a 30-day 
advance written notice of the need for leave, unless such notice period is not practicable. 

If the need for Paid Parental Leave is unforeseeable, an Eligible Employee or their representative 
must provide such notice as is practical, which means following one’s supervisor’s usual and 
customary notice call-in procedures for reporting an absence, unless unusual circumstances 
exist. An Eligible Employee shall follow up the request for Paid Parental Leave in writing on an 
appropriate leave request form for FMLA. 

Holidays 
If an employee receives designated holidays and an official holiday occurs during the Eligible 
Employee’s Paid Parental Leave, the Eligible Employee will receive holiday pay in lieu of a Paid 
Parental Leave Day, provided the Eligible Employee is in a paid status the day before and the day 
after the official designated holiday.  
 
Group Health Insurance 
The UA System Office will continue to pay its share of the cost of an Eligible Employee’s group 
health insurance during an approved Paid Parental Leave period. The Eligible Employee’s share 
of the premium will be deducted from the Eligible Employee’s pay in accordance with normal 
payroll practices. 
 
Cases of a birth, adoption and/or placement of a child for adoption or foster care are considered 
“qualifying life events” and may require making changes to group health benefits elections. An 
employee must make changes to their benefit coverage(s) by contacting Human Resources.  
Employees will be required to provide appropriate documentation to Human Resources within 
30 days of the qualifying life event in order for changes to be effective immediately. Failure to 
change elections and provide any necessary documentation within the specified timeframe will 
require the employee to wait until the annual open enrollment period to make changes to their 
benefits. Changes may also be made within 30 days of any subsequent qualifying life event. 
 

Required Documentation 
In addition to completing required forms to request leaves applicable to the employee, Eligible 
Employees must provide documentation as follows: 
 

1. Medical Documentation of Childbirth.  If Paid Parental Leave is due to the birth of a child, an 
Eligible Employee must furnish an official copy of the birth certificate to verify a child’s date of 
birth. Since Paid Parental Leave runs concurrently with FMLA, the documentation requirements 
outlined within the relevant policy and/or procedures govern. Specifically, for FMLA requests 
due to employee’s own serious health condition (e.g., recovery from the birth of a child), the 
medical documentation must be completed and signed by the appropriate health care provider 
and returned to Human Resources within the timeframe as required by FMLA guidelines. The 
birth mother must also obtain a return-to-work statement from the health care provider and 
present it to their supervisor and/or designated Benefits Representative prior to or upon 
returning to work. 
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2. Documentation of Adoption or Foster Care.  If Paid Parental Leave is due to the adoption of a 
child or the placement of a child for adoption or foster care, the Eligible Employee must submit 
documentation showing the date of adoption and/or placement of a child for adoption or foster 
care with the Eligible Employee and/or and pertinent information from the appropriate agency 
to the designated Benefits Representative. 

 
4.5.9 LEAVE WITHOUT PAY 
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retirements become effective during a holiday period may receive holiday pay for the day(s) preceding 
the effective date of retirement, and (2) employees do not receive holiday pay during a period of on-the- 
job injury pay. Eligible part-time employees receive prorated holiday pay. Employees in an unpaid leave 
status are not eligible to receive holiday pay for holidays that occur during the unpaid leave of absence. 
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