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Associated forms and documents

Application for Study Assistance

.-----.-.-.-..-...-.---.-.-.--.-.-----
Form …

Acknowledgement of Debt


.-----.-.-.-..-...-.---.-.-.--.-.-----
Form …

Children's educational assistance

.-----.-.-.-..-...-.---.-.-.--.-.-----
Policy and procedure document

1.
Purpose

To make financial assistance available for the dependants of permanent employees, dependent on academic merit and financial.

2.
Scope and Objectives
(a)
This policy applies to permanent employees employed at plant.

(c)
To make available financial assistance, within budgetary constraints, to all permanent employees whose dependants would not normally have the opportunity of undertaking secondary or tertiary education, due to lack of finances.

(c)
To encourage the dependants of employees to further their education and ultimately improve their quality of life, through the offer of financial assistance.

3.
Definitions

Academic Merit
-
the quality of examination results.

Dependant
-
a child or spouse of an employee, who is entirely and fully dependant on the employee and does not earn his/her own wages/salary.

Full Time Study
-
this means where a dependant is a full-time student and excludes any studies which are done part-time whilst the student holds a full time job.

Major Subject
-
is the chosen specialty subject which will be studied up to and including the final year, e.g. if the student does a B.Com majoring in Economics and Accountancy, he/she will study these subjects from his/her 1st year to his/her 3rd year inclusive.

Pass

-
for the purpose of this educational assistance scheme, a pass will be defined as either having passed all subjects for the year concerned and being allowed to continue with the following year of study, or allowing a maximum of one subject only to be carried forward into the following year of study, on condition that it is not a major subject. 

Permanent Employee
-

any employee who works on a permanent basis for the Company,including those staff who work mornings only. This excludes staff who are employed on a temporary basis or on a fixed term contract.

Secondary Education
-

high school education, from standard 6 (Grade 8) to Matric (Grade 12) inclusive.

Tertiary Education
-

post Matric studies which are of a duration of 12 months or more. This includes recognized Universities, Technikons or Colleges.

4.
Eligibility 
To apply and, be eligible for continuation of educational assistance in years subsequent to the first application, the following criteria must be met:- 

1.1
Employee criteria:

 
1.1.1 
Employee must apply on behalf of his/her dependants.

1.1.2
Employee must have completed their probation period and be a permanent, full time employee of the Company.

1.1.3
Employee must be in good standing with the Company, i.e. must not be in a period of resignation or under disciplinary procedures which might result in the termination of employment, at the date of closure for applications.  In the case of retirees or retrenchees their application will be valid on condition they are in the employ of the Company at the date of closure for applications.

1.2
Dependant criteria:

1.2.1
If an employee retires, is retrenched, is permanently disabled or dies whilst a dependant is in receipt of educational assistance, the dependant may continue with the educational assistance on condition that all other criteria are met, and only until such time as the present course of study is completed.  This will not apply in the case of dismissal due to incompetence or misconduct or to resignation.

1.2.2
Dependant must be fully dependant on the employee. Satisfactory proof must be supplied in the form of a birth certificate, adoption papers, affidavits and other relevant papers.

1.2.3
Dependant should not be in receipt of any other educational assistance or similar benefits.

1.2.4
Dependants must have passed their previous year of study (see definition of pass).

1.2.5
Dependants must be intending to study full time, for a duration of not less than 12 months except where semester courses are applicable.

5.
Procedure

5.1
Application Procedure
1.1
An educational assistance application form must be completed in full and handed to the Human Resources Department by the last day of February of the year of intended study (see attached). Late applications will be considered.


1.2
Copies of the following documents must be attached to the application:-

1.2.1
Dependant’s  Birth Certificate

1.2.2
Dependant’s matric certificate or proof of highest level of education acquired.

1.2.3
The previous year’s examination results. 

1.2.4
Any supplementary examination results, where applicable.

1.2.5
Proof of registration at University / College / Technikon / School.

1.2.6
Statement / account / invoice / receipt from the University / Technikon / College / School concerned to show the cost of study (where not possible, an estimate of these costs.)  This must be done in writing.  Education Committee to assist in this regard where necessary.

1.2.7
Proof of spouse’s salary to be submitted to the Human Resources Department. The Committee must have the combined salary of both parents to determine the financial need (to be treated confidentially).



If exam results are not attached to your application, it will be rejected and not considered for educational assistance.  The student applying for educational assistance is responsible to ensure that we get these results, including results for any supplementary exams, by the end of February of the year of intended study.  Late applications will not be considered.

1.3
Costs included in the application should cover:-



1.3.1
Registration fees



1.3.2
Tuition fees



1.3.3
Examination fees



1.3.4
Estimate of costs of prescribed books.

Costs relating to stationery, monthly spending allowance, accommodation and transport must not be included in the application.

5.2
Selection Process

2.1
Once all applications have been received, they will be reviewed by the Education Committee.

2.2
Applications will be evaluated by combining the following criteria, which will be weighed up against each other.


2.2.1
The Financial Need - of the dependant, which will be evaluated by comparing the combined monthly income of the parents with other dependant’s parents.  (Those parents who have a low combined income, will have a greater chance of their application being successful when compared to parents with a higher combined income.)   Proof of spouse’s income must be supplied to the Human Resources Department.

2.2.2
Academic Merit - this is the quality of examination results (students with good examination results, will have a greater chance of their application being successful than students with lower examination results, all other factors being equal).  Students who do not pass will not be considered for educational assistance. However, carrying forward one major subject will be considered a pass.
2.2.3
Past Academic Record - number and frequency of subject failures in past years will also be taken into account.

2.2.4
Number of Dependants - the number of dependants that an employee has will also be taken into account.  Employees who have many dependants obviously have higher living costs and hence less money available to pay for the education of their children.


2.3
Based on these criteria, the Educational Committee will propose who should receive financial assistance, and what this amount should be.

2.4
If the Human Resources Director / Financial Director is in disagreement with the Educational Committee proposals, the applications will be returned for re-evaluation by the Committee, stating reasons why in disagreement.



Where agreement cannot be reached, the Management Committee will be requested to review the proposals and make a final decision.



Special Note:


1.
Not all applications will necessarily be successful, as the number of applications and amount of money granted must fall within the available budget.


2.
The amount awarded may not be the full amount applied for, for the reasons given above.


3.
Dependants already in receipt of educational assistance will continue to receive assistance subject to them successfully completing each year and subject to the need of financial assistance changing, as well as the availability of funds. The level of assistance may however vary from year to year.

2.5
Each dependant will be notified individually in writing as to whether their application has been successful or not, with reasons. 

2.6
The educational assistance scheme is non-contractual.  This means that the employee’s dependant does not have to pay back any monies to the Company, or work for the Company in return for receiving the educational assistance.


2.7
The decision taken will be final and no correspondence will be entered into.

6.
Payment of Educational Assistance

3.1
A budget will be made available each year for educational assistance, to be approved by Management. Part or all of the budget will be allocated depending on the number, cost and quality of applications received.


3.2
Payment of the educational assistance will be made either directly to the school / University / Technikon or college applicable, or to the parents concerned, depending on what has been applied for in the application.

3.3
Fees for successful first year University / Technikon / College applicants will be paid as follows:-

3.3.1
Half the educational assistance will be paid at the beginning of the studies.

3.3.2
The remaining half will be paid on proof of acceptance to write the final examinations.




The reason for this is because the failure rate amongst first year students is always very high.  We therefore wish to make half the educational assistance only payable on acceptance to write the final examinations as an incentive to encourage the student to work in focom throughout the year.

3.4 
All other students will have their educational assistance paid in full at the beginning of their studies.


3.5
Educational assistance is considered taxable income.  Therefore the amount awarded will be taxed accordingly.

3.6
Receipts/invoices/statements/accounts for all costs relating to studies must be obtained and handed to the Staff Development Manager.  This includes course fees, registration fees, residence fees, book fees, etc.  Payment will be made if receipts, invoices statements or accounts are not handed in.



These proposals will be passed on to the Human Resources Director / Financial Director for final approval.

7.
General
1.
An application form must be completed each year for both new and existing applications.


2.
The interpretation of these rules is to be at the discretion of the Education Committee and Management (and may be amended from time to time in accordance with circumstances within the Company.)

3.
If you have any difficulties in filling in the application, or in getting the necessary information required for the application, please contact an Education Committee Member for assistance.  A list of these members is available from your Human Resources Department.

ABC  
APPLICATION FOR CHILDREN'S EDUCATIONAL ASSISTANCE


NEW / EXISTING APPLICATION (which is applicable)
A. Employee Details
Surname _____________________  First Name:_________________________

Date of Birth:________________  Date Joined___________________________

Position:_______________________Cost Centre:________________________

Employee Number:____________ ____________________________________

B. Dependent's Details
Surname _____________________  First Name:_______________________

Date of Birth:__________________  

C. Academic History: Schooling:

Highest Standard Passed: _______________________

Year Completed:_______________________

Subjects Passed In Highest Standard: ___________________________________

__________________________________________________________________

__________________________________________________________________

Tertiary Education:

1st  degree / diploma / course/ Qualification_______________________________

Highest Level :______________  Year Completed:_________________________

NAME OF INSTITUTION:______________________________________________

SUBJECTS PASSED:_________________________________________________

__________________________________________________________________

2ND DEGREE / DIPLOMA / COURSE / QUALIFICATION ____________________________________

HIGHEST LEVEL PASSED: ______________ YEAR COMPLETED: ____________

NAME OF INSTITUTION: ____________________________________________________________

SUBJECTS PASSED:___________________________________________________________

___________________________________________________________________

C. STUDY PLAN

1.
Study course for which assistance is applied: _________________________

2.
Name of institution where course is to be held: ________________________

3.
Intended duration of study course: __________________________________

4.
Course details:


(Indicate below in detail the courses  you intend to take as well as the proposed schedule.) Course details from the institution must be attached.

	YEAR & SUBJECTS

       20....
	YEAR & SUBJECTS

       20....
	YEAR & SUBJECTS

       20....
	YEAR & SUBJECTS

       20....

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	5.  MOTIVATION:  Motivate reasons for intended course of study:



	

	

	

	

	

	


COST: State whether payment should be made directly to the institution or to you.__________________

	COST


	CURRENT     

 YEAR   20.....
	      YEAR

      20.....
	       YEAR

       20.....
	      YEAR

      20.....

	 Registration

 Fees
	
	
	
	

	 Tuition

 Fees
	
	
	
	

	Books
	
	
	
	

	 Examination

 Fees
	
	
	
	

	 TOTAL
	
	
	
	


Other financial assistance:
Yes           

No  

If yes: Name and address of institution:____________________________________

Please attach the following documentation to this application:-

	· Dependant’s  Birth Certificate
	(

	· Dependant’s matric certificate or proof of highest level of education acquired.
	(

	· The previous year’s examination results. 
	(

	· Any supplementary examination results, where applicable.
	(

	· Proof of registration at University / College / Technikon / School.
	(

	· Statement / account / invoice / receipt from the University / Technikon / College / School concerned to show the cost of study (where not possible, an estimate of these costs).  This must be done in writing.  Education Committee to assist in this regard where necessary.
	(

	· Proof of spouse’s salary to be submitted to the Human Resources Department. The Committee must have the combined salary of both parents to determine the financial need (to be treated confidentially).
	(


DECLARATION
I,_________________________ the undersigned, hereby acknowledge that I am fully acquainted with and accept the terms and regulations of the ABC  Employee Educational Study Assistance Scheme.

__________________________________                            ____________________

EMPLOYEE’S NAME                                                            DATE

__________________________________

SIGNATURE

� Form numbering to be compiled on completion.


� Form numbering to be compiled on completion.
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