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EDUCATION SERVICES DIVISION POLICY LETTER NO. 11

AFZA-CAS-EP






  21 July 2000
MEMORANDUM FOR Education Services (ES) Staff

SUBJECT:  Tuition Assistance (TA) and Clock Hours

1.  Some of the schools for which we now provide TA do not award semester or quarter hours of credit.  Instead the cost is based on the number or clock or contact hours the student actually attends the course.  This is particularly

true of those courses like the ones in the DANTES Catalog of Nationally Accredited Distance Learning Programs.  We have the capability in EDMIS to create a TA form based on clock or contact hours.

2.  The basic steps to follow are:


A.  Verify that the course is accredited.  Accreditation is a process that verifies that institutions meet certain criteria.  Use the most current issue, presently 1998-99, of the Accredited Institutions of Postsecondary Education published by the Council for Higher Education Accreditation (CHEA), to verify the status of an institution.


B.  If the number of contact hours is not listed in the DANTES catalog or in course information produced by the institution, call and have the information faxed or emailed to you.  If you are unable to obtain the information, have the soldier contact the school for the information and bring it to you.


C.  The TA will be created in the “Off-Post” section of college enrollments.  For distance learning courses the line number is “0098”.  Choose the appropriate course level, “vocational” or “non-credit”, and the appropriate credit type, “Clock Hours”.  Complete the “Crs/Cost” section with the total amount of tuition and the “Tot/Clk/Hrs” section with the total number of contact hours.  EDMIS will calculate the conversion and apply the cap of $187.50.  Make sure the amount of TA does not take the soldier over the $3500 cap.  When the TA form is printed a footnote is automatically created explaining the conversion from clock hours.  

3.  An Up-Front TA Form must be completed by the institution verifying that the course can be completed in 6 months before the TA form is issued.  Remember, if the course cannot be finished in less than 6 months the soldier must use the DANTES Distance Learning Enrollment Form (DANTES 1562/31).   

4.  For additional information, contact your supervisor.  Point of contact is the undersigned at 396-2009.
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