BRCC POLICY
Educational Assistance and Continuous Learning

for Blue Ridge Community College Classes
Effective Date:

April 1, 2007
Last Revised:

n/a
Responsible Office:
Human Resources (V.P. Finance & Administrative Services)

I.
PURPOSE

To establish guidelines for supporting the educational and continuous learning goals of all Blue 
Ridge Community College employees in an effort to enhance employee development and improve 
recruitment and retention of all classifications of employees.
II.
AUTHORITY
The President has given the Vice-President of Finance & Administration and the Human Resources Director the responsibility and authority to establish and enforce the college’s Educational Assistance Policy.
III.
APPLICABLITY

This policy applies to full-time instructional faculty, administrative/professional faculty, full-time 
classified employees, regular wage employees and adjunct faculty.  Wage employees whose primary 
status is “student” are not eligible for this program.  This policy only applies to credit courses taken 
at Blue Ridge Community College.  Educational assistance for courses taken outside of BRCC are 
administered through the Tuition Reimbursement Program in the Office of the Vice-President for 
Instruction and Student Services.
IV.
DEFINITIONS
A.
Educational assistance is financial support for approved, job-related educational courses.  Courses may or may not be related to the acquisition of job-related degrees, professional certifications or licenses.  Assistance may be granted for a single course or a series of courses.  BRCC’s financial support shall consist of the cost of tuition and regular mandatory fees (i.e., student activity fees and technology fees).  Employees will be responsible for any additional class-specific fees that are paid to outside organizations.  
B. 
Continuous Learning Courses are credit courses that are not job-related, but are offered at 
the community college at no cost to employees.
C. 
Job-Related:  Education or training related to an employee’s current position to meet one of 
the following objectives:

1. To provide education and/or training to improve the knowledge, skills, and abilities necessary to perform the employee’s current duties.
2. To provide training in the use of new or modified methods and/or equipment.

3. To provide education and/or training to improve the knowledge, skills, and abilities required by changes in the employee’s current position.

V.
POLICY

A. 
Employees are eligible for this benefit immediately upon employment in a covered position.
B.
Classes should be taken outside of normal work hours.  Supervisor approval is required if an 
employee wishes to take a class during normal work hours.  The employee will be required 
to adjust their work schedule, use approved leave, and/or make-up the time spent in class in 
order to fulfill their normal hours of work during a workweek.  Time spent in class is not 
considered hours worked.
C. 
Employees may take up to six credits per semester at no cost.  If an employee wishes to take 
more than six credits in a semester, they must obtain written approval from their supervisor.
D. 
The college reserves the right to deny this benefit to any employee who it is deemed has 
abused this privilege.  Abuse may include, but is not limited to, dropping classes 
unnecessarily, not attending class regularly, or not making satisfactory academic progress 
(normally “C” or better).

VI.
PROCEDURES

A. 
Employees must request assistance prior to the start of the class.  
B.
Requests must be submitted to Human Resources by completing the Educational 



Assistance/Continuous Learning Request Form.  Forms are available from the HR Office or 

at the HR intranet site.  Written approval from the supervisor is required if an employee is 

requesting approval for more than six credits in a semester.  
C.
After the request form is approved, the form is taken to Admissions and Records for 


registration as a non-paying student.  Employees must register in person and provide the 


signed Educational Assistance/Continuous Learning Request Form to Admissions and 


Records in order to access this benefit.
D.
After the course is completed, a copy of the final grade must be submitted to the Human 


Resources Office.  
Approved:
_________________________________
James R. Perkins, President
______________

Date

EDUCATIONAL ASSISTANCE/CONTINUOUS LEARNING REQUEST
Employee Name_____________________________________

EMPLID____________________________________

Employee’s Supervisor_______________________________

EMPLOYEE TYPE (Check One):
______Full-Time Classified






______Full-Time Instructional Faculty






______Administrative/Professional Faculty






______Adjunct Faculty






______Regular Wage

_______________
_____________


Semester

Year
_______________________________________________________________________________________ 
Class Number



      Class Name




          # of Credits

_______________________________________________________________________________________ 
Course Number


      Class Name




          # of Credits

_______________________________________________________________________________________ 
Course Number


      Class Name




          # of Credits

_______________________________________________________________________________________ 
Course Number


      Class Name




          # of Credits

------------------------------------------------------------------------------------------------------
HR Approval:___________________________________________

      Date:______________

Supervisor Approval:_____________________________________

       Date:_____________

**Only required if requesting more than 6 credits or if class meets

    during normal work hours.
**Employee provides copy to A&R

**HR provides copy to Student Financial Services
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