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Application for fee sponsorship for members of staff 

All applicants should read the Guidance Notes on tuition fees for members of staff before completing this form. Complete sections A and B and then send the completed form to your Head of School/Research Institute/University Services  Department.

Heads of School/RI/US Department should sign section A, complete section C and pass the form to the College Office or, if in a University Services Department, the Head of Division.

Heads of College/Heads of US Division should complete section D. The form should then be passed to the relevant Financial Aid Administrator in the College/ US Division to apply the financial aid to the student MyCampus account.
Applications should be submitted annually. The closing date for applications in each academic session is 31st December.

Section A – To be completed by all applicants
	Academic Year
	

	Full Name
	

	Staff Number (see payslip)
	

	School/RI/US Department
	

	Date of commencement of contract of employment
	

	End date of current contract
	

	Signature of applicant
	

	Date
	

	Authorisation
	Signature of Head of School/RI/US Department

	I confirm that the contract details given are correct
	

	Date
	


Section B – To be completed by all applicants

	Programme of Study to be undertaken
	

	Program/Plan Code (if known)
	

	Student ID Number (if known)
	


A copy of your offer/admissions letter should be attached if available.

Section C – Recommendation of Head of School/Research Institute/University Services Department

(i)
I confirm that this member of staff has applied for/been accepted for a part time               programme of study and confirm that this is relevant to his/her duties; is likely  to enhance his/her performance of the post; is consistent with the strategic priorities of the College/US Division and that there is no provision within the post funding to meet the cost of tuition fees.

(ii)
I recommend that the tuition fees for this programme of study be met by the College/US Division.
	Name of Head of School/RI/US Department
	

	Signature of Head of School/RI/US Department
	

	Date
	


D – Authorisation of Head of College or University Services Head of Division

(or designated deputy)
I confirm that the tuition fees will be met from the College’s tuition fee waiver account or, in the case of University Services, from the Division’s account. (It will be assumed that, unless otherwise stated, any bench fee element will also be met in full).

	Name of Head of College/ Head of US Division
	

	Signature of Head of College/ Head of US Division
	

	Date
	


Please ensure that all sections (A-D) are completed.  If any section is left incomplete your form will be returned to you without being processed.

Completed forms should then be passed to the relevant Financial Aid Administrator in the College/ US Division to apply the financial aid to the student MyCampus account.
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