Tuition Assistance Procedures and Application for WPI Graduate Students

 Colleges of Worcester Consortium (COWC) 

Certificate in College Teaching Program
Deadline for priority consideration is 60 days before the start of the relevant semester.

This form should be completed and submitted either electronically to cdemetry@wpi.edu or by campus mail to Prof. Chrys Demetry, CEDA. 
Procedures:
1.  
Check with your department head as to whether a CCT course will count towards your degree. (If it does not, you can still transfer the credit to WPI and will still have the recognition of completing the course(s).)
2.  
Complete and submit this form in order to be considered for tuition assistance. WPI has limited resources for reimbursement, which will be offered on a first-come, first-served basis. Normally, a maximum of two graduate students in each department are supported in a given semester. Students will generally be notified within 2-3 working days whether their application has been accepted.

3.
Registration and payment: The COWC requires payment of a $30 pre-enrollment fee and tuition ($290 per credit for 2008) by credit card up front.  There are two options for payment:

Payment Option 1: Students pre-enroll and pay tuition with their own credit card. To do this, follow the instructions at http://www.cowc.org/college-student-resources/certificate-college-teaching/procedures/procedures-students. Print out your receipt when you pre-enroll so that it can later be submitted for reimbursement. Graduate students whose applications have been accepted will receive reimbursement in full only after passing the course. Upon successful completion of the course, submit evidence of a passing grade and your tuition receipt to Prof. Chrys Demetry, CEDA. This may be a printout of your Clark web transcript or a paper transcript from the Clark Registrar. (Clark handles the registration process for the COWC.) Once these two items are submitted after completion of the course, you will be reimbursed typically within 2-3 weeks.
Payment Option 2: This option is for students who do not wish to carry course tuition on their credit card balance prior to being reimbursed. WPI can pre-enroll for you and will pay for your pre-enrollment fee and tuition using an institutional credit card. However, students must still submit their own credit card information to WPI, in the event that they do not complete the course. Students must submit evidence of a passing grade within 30 days of the last day of the course. If this notification is not received, then the student’s credit card will be charged for the pre-enrollment fee and tuition. 
4.  
Course Drop Policy: If you register for a course but then decide to drop it, the COWC policy is to provide full tuition refunds only if the Clark University Registrar (lwinslow@clarku.edu) is contacted within 2 working days after the first class meeting. (See the COWC “Student Procedures” document for details.) Therefore, think carefully about whether you will have sufficient time to commit to the course, and communicate with the instructor if you have questions about what the time commitment is likely to be.
If you decide to drop a course and used Payment Option 1, then the COWC will credit the student’s credit card for tuition (not the pre-enrollment fee) if the course is dropped within 2 working days. If the Clark Registrar is notified of the course drop within 3 to 5 working days, you will receive a 50% refund of tuition. (WPI will not reimburse the rest.) If you drop the course after 5 working days, no reimbursement will be received from either the COWC or WPI. 

If you decide to drop a course and used Payment Option 2, you must notify the Clark Registrar as described above. A carbon copy of that email message should be sent to ceda@wpi.edu. WPI’s institutional credit card will be credited for either 50% or 100% of the course tuition, depending on the time of notification; the student’s credit card will be charged for the pre-enrollment fee and balance of the tuition, as appropriate.
Application

Name:







Date:

Department:








Degree program: Ph.D./M.A./M.S./other (specify)

Preferred email address:





List any Certificate courses that you have already completed:
	Course number
	
	
	
	

	Course title
	
	
	
	

	Semester/Year
	
	
	
	


List course(s) for which you are applying for assistance. Please list only courses that are being offered in the upcoming semester.

	Course number
	
	

	Course title
	
	

	Credits
	
	


Why are you interested in taking the Certificate course(s) listed above? 

Are you currently or have you been a graduate Teaching Assistant at WPI?

Please provide any further information that may help us to evaluate your application. 
Indicate which payment option you would like to use:  ___ Option 1








    ___ Option 2 (complete additional form)
I have read and understand the procedures for tuition reimbursement:
____________________________________________________        ________________________________

Signature of Student                                                           Date

Approval of department head to use a CCT course for credit towards your degree*:

__________________________________                       _____________ __________________________________


Degree                                                                  Department Head Signature
*Note: This section can be left blank if the student has determined that the credits earned in the Certificate in College Teaching program will not count towards the degree. The credit will still be listed on your WPI transcript.
Additional Information Required for Students Using Payment Option 2

PRE-ENROLLMENT INFORMATION
This is the required information for the COWC pre-enrollment website. It will be entered on your behalf. A WPI institutional credit card will be used to pay the pre-enrollment fee and tuition.
First Name:

Last Name:

Street Address:

City:

State:

Zip:

Country:

Email:

Semester:     ___ Spring     ___ Summer     ___ Fall
Current Higher Education Status: 
___ Faculty Full Time     ___ Faculty Part Time     ___ Staff     ___ Student     ___Other: ______________

Granting Institution of your Baccalaureate Degree*: 

*Students who have not received a baccalaureate degree are not eligible for enrollment.

CCT Course Number(s) for which you would like to register: 

By signing below I acknowledge my understanding and agreement with the terms of this note.
Should I withdraw from the course(s) listed above after the withdrawal deadline, or if I fail to satisfactorily complete the course(s), or if I fail to notify CEDA of successful course completion within 30 days of the last day of the course, I understand that my credit card will be charged as follows:

· If I formally withdraw from the course within 2 working days of the first class meeting, by contacting lwinslow@clarku.edu and ceda@wpi.edu, I will be charged only the $30 pre-enrollment fee.

· If I formally withdraw from the course more than 2 working days but within 5 working days of the first class meeting, I will be charged for 50% of the tuition (at $290 per credit) and the pre-enrollment fee of $30. Total= $____ (please calculate for your situation).
· If I do not successfully complete the course, or if I do not send documentation of successful course completion to CEDA within 30 days of the last day of the course, I will be charged for 100% of the course tuition (at $290 per credit) and the pre-enrollment fee of $30.  Total = $____ (please calculate for your situation). I understand that I will be sent two reminders by email, but if no response is received within one week of the second reminder or the 30 day period, whichever is later, my credit card will be charged.

Card Type (Mastercard, Visa): ______________________ Card Number: ___________________________
Expiration date: ________________      Signature: _______________________________________________
