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General Overview



General Provisions

Office of Human Resources, Benefits Department

▪ Available at the Pittsburgh Campus and all Regional Campuses

▪ Applied to Tuition Only

▪ Remains on Account Irrespective of the Grade Received

▪ Subject to Audits – Any error in the distributed amount will result in 
recalculation of the benefit

▪ Staff education benefits are governed by University Policies ER 06 and ER 
05. 

▪ Faculty education benefits are governed by University Policies AC 21 and 
AC 20.

▪ Recommended to review the University Policies for your position type prior 
to utilizing the education benefit
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https://www.policy.pitt.edu/employee-spouse-dependent-scholarships-staff-07-11-01
https://www.policy.pitt.edu/er-05-effect-separation-eligibility-staff-scholarship-benefits-formerly-07-11-02
https://www.policy.pitt.edu/er-05-effect-separation-eligibility-staff-scholarship-benefits-formerly-07-11-02
https://www.policy.pitt.edu/employee-spouse-dependent-scholarships-faculty-02-07-01
https://www.policy.pitt.edu/ac-20-effect-separation-eligibility-faculty-scholarship-benefits-formerly-02-07-02


Benefit Overview

Office of Human Resources, Benefits Department

▪ Available at Pitt only

▪ Courses for Credit

▪ Courses not for 
Credit

▪ Degree/Certificate 
Programs

▪ Can be used for 
Undergraduate or 
Graduate programs

▪ No Education 
Benefit Request 
Form Needed

▪ Available at Pitt only

▪ Degree/Certificate 
Programs only

▪ Can be used for 
Undergraduate or 
Graduate programs

▪ Education Benefit 
Request form 
Required

▪ Available at Pitt only

▪ Degree/Certificate 
Programs only

▪ Can be used for 
Undergraduate or 
Graduate programs

▪ Education Benefit 
Request form 
Required

DOMESTIC PARTNERSELF SPOUSE
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Eligibility Overview

Office of Human Resources, Benefits Department Slide 6

Full-Time 
Staff

Part-
Time 
Staff

Full-Time 
Faculty

Part-Time 
Faculty >= 
50% effort 
and tenured 
or tenure 
stream

Part-Time 
Faculty < 50% 
effort and 
appt. stream.

Full-Time 
Research 
Associates

Part-Time 
Research 
Associates

Full-Time 
Post-
Doctoral 
Associates 
& Post 
Doctoral 
Scholars

Part-Time 
Post-
Doctoral 
Associates 
& Post 
Doctoral 
Scholars

EE (Self) Eligible for 
the first 
time 
following 
the 
completion 
of 
Provisional 
Period

Eligible for 
the first 
time 
following 
the 
completion 
of 
Provisional 
Period

Eligible the 
first term 
following 
employment

Eligible the first 
term following 
employment Not Eligible

Eligible the 
first term 
following 
employment

Not Eligible
Eligible the first 
term following 
employment

Not Eligible

Spouse/ 
Domestic 
Partner

Eligible for 
the first 
term 
following 12 
months of 
employmen
t

Eligible for 
the first 
term 
following 
12 months 
of 
employme
nt

Eligible the 
first term 
following 
employment

Eligible the first 
term following 
employment Not Eligible

Eligible the 
first term 
following 
employment

Not Eligible
Eligible the first 
term following 
employment

Not Eligible

Term Cutoff Dates



Program Exclusions

Office of Human Resources, Benefits Department

Eligibility for the education 
benefit does not guarantee 
admission to or retention in any 
academic program.

Eligibility for the benefit does not 
include waivers of any 
application fees.

▪ The Executive MBA and the Executive MBA in 
Healthcare programs through the Katz 
Graduate School of Business are not eligible for 
the education benefit. 

▪ The Center for Executive Education programs 
and courses offered through the Katz 
Graduate School of Business, such as the 
Business Analysis, Project Management, and 
Customized Education courses/programs, 
are also not eligible for the education benefit. 

▪ Other exclusions and restrictions may apply.

▪ It is at the discretion of individual 
schools on whether or not to 
participate in the education benefits 
program and what programs within 
the schools are eligible for the 
benefit.

▪  Individual schools within the 
University of Pittsburgh reserve the 
right to exclude certain programs 
from participating in the University's 
education benefits.

Excluded ProgramsAdmission or Retention School Discretion
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Timeline

Office of Admissions and Financial Aid / Benefits Department

First Year Students: 
https://admissions.pitt.edu/first-year-

student/ 

Transfer Students: 
https://admissions.pitt.edu/transfer/ 

Continuing Students

https://financialaid.pitt.edu/continuing-
students/ 

Graduate Students: 
https://www.academics.pitt.edu/graduate

-professional 

Application Tips: 
https://admissions.pitt.edu/application-

tips/ 

Scholarship Information:

 

Financial Aid:

FAFSA:

Accept Offer of Admission

Accept/Decline/Reduce 
Financial Aid Award Offers

Submit Deposit

Additional Information: 
https://admissions.pitt.edu/commit

-to-pitt/ 

Paperwork Required : 

EE (Self) 

None, the benefit will automatically apply 
to the employee's account provided they 
are eligible and remain so through the 

second month of the term.

Spouse/Domestic Partner 

Complete the Education Benefit Request 
form via DocuSign with the Benefits 
Department each academic year.

Retirees/Involuntarily Separated 
Employees 

Complete the Education Benefit Request 
form via DocuSign with the Benefits 

Department each academic year

Apply to the University 
through the Office of 

Admissions & 
Financial Aid

Apply for Scholarships 
/ Financial Aid

Commit to Pitt Check PittPay
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Complete with the Office of Admissions / Financial Aid Benefits Department

Pitt operates on a rolling 
admissions schedule.

First-Year Students that apply to 
Pitt by December 1 are 

automatically considered for 
academic scholarships

Note: The Benefit does not cover 
application fees. Nor does it 

guarantee admission or retention.

https://admissions.pitt.edu/first-year-student/
https://admissions.pitt.edu/first-year-student/
https://admissions.pitt.edu/transfer/
https://financialaid.pitt.edu/continuing-students/
https://financialaid.pitt.edu/continuing-students/
https://www.academics.pitt.edu/graduate-professional
https://www.academics.pitt.edu/graduate-professional
https://admissions.pitt.edu/application-tips/
https://admissions.pitt.edu/application-tips/
https://financialaid.pitt.edu/types-of-aid/scholarships/?utm_source=web&utm_medium=app_tips&utm_campaign=app2261
https://financialaid.pitt.edu/?utm_medium=web&utm_source=admissions&utm_cam
https://studentaid.gov/apply-for-aid/fafsa/fafsa-deadlines
https://admissions.pitt.edu/commit-to-pitt/
https://admissions.pitt.edu/commit-to-pitt/


Graduate Programs Application Process

Office of Human Resources, Benefits Department

▪ Research. Find a program or 
course that interests you.
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▪ Inquire. Contact the school or 
program to inquire about the 
application and admissions process. 

▪ Apply. Admission to graduate study 
are managed by Pitt’s 14 graduate 
and professional schools, not by a 
central admissions office. 

▪ Commit to Pitt. Submit any 
deposits, setup payment plans if 
desired with the Student Payment 
Center.

▪ Apply for Financial Aid. Contact 
the office of Financial Aid for 
resources on FAFSA, Financial Aid, 
Scholarships or loans.

Resources for Success
▪ https://www.gradstudies.pitt.edu/ 

▪ https://www.academics.pitt.edu/graduate-
professional 

  Graduate and Professional Student 
▪ https://www.gradstudies.pitt.edu/fall-grad-

orientation 

  FAFSA
▪ Free Application for Federal Student Aid 

(FAFSA)

https://www.gradstudies.pitt.edu/
https://www.academics.pitt.edu/graduate-professional
https://www.academics.pitt.edu/graduate-professional
https://www.gradstudies.pitt.edu/fall-grad-orientation
https://www.gradstudies.pitt.edu/fall-grad-orientation
https://studentaid.gov/apply-for-aid/fafsa/filling-out
https://studentaid.gov/apply-for-aid/fafsa/filling-out


Education Benefits for 
Employees (Self)

At the University of Pittsburgh



Education Benefits for Employee (Self) - Overview

Office of Human Resources, Benefits Department

• Availability: University of Pittsburgh Main and Regional Campuses

• Lifetime Maximum: N/A

• Credit Limit per Semester (term): 

• Full-Time Staff & Part-Time Staff

• Undergraduate level = up to 8 credits per term (Note if part-time the amount is pro-rated based on % effort)

• Graduate level = up to 6 credits ​per term (Note if part-time the amount is pro-rated based on % effort)

• Full-Time Faculty & Part-Time Tenured or Tenure Stream for no less than 50% effort

• Undergraduate level = up to 6 credits per term (Note if part-time the amount is pro-rated based on % effort)

• Graduate level = up to 6 credits per term (Note if part-time the amount is pro-rated based on % effort)

• Full-Time Research Associates, Post-Doctoral Associates & Post-Doctoral Scholars

• Undergraduate level = up to 6 credits per term

• Graduate level = up to 6 credits per term

• Benefit: Undergraduate courses = 97% tuition; Graduate courses = 90% tuition (before taxes)

• Taxation: Undergraduate is not taxable, for Graduate the first $5,250 awarded is tax free. After that taxes are withheld by 29.65%.

• Requirements: No Paperwork with our office. The employee just needs to contact the school to get admitted and enrolled in 

courses. Being eligible for the benefit does not guarantee admission or retention.
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Eligibility Requirements – Staff (Self)

Office of Human Resources, Benefits Department

▪ Staff employee must be regular, full-time.

▪ Staff employee may also be regular, part-
time however the benefit is pro-rated for 
part-time staff

▪ Benefit is available the first term following 
completion of the staff member's 1st  
provisional period.

▪ If a staff member has completed their first 
provisional period but is assigned a new 
provisional period as result of position 
transfer, their eligibility will continue 
unchanged.

Effective Date for Education Benefits

▪ The benefit is only made available after the 
staff member has completed their 
provisional period by the date listed below.

▪ If the provisional period has not ended by 
the date below, the benefit will begin the 
first term after the provisional period has 
ended.
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STAFF

To qualify for the 
education benefits for the 
term below:

The staff member's first 
provisional must be 
completed on or before:

Fall Term September 1

Spring Term January 1

Summer Term May 1 



Eligibility Requirements – Faculty & Librarians (Self)

Office of Human Resources, Benefits Department

▪ Faculty or librarian must be 
regular, full-time.

▪ Part-time faculty who are in the 
tenure stream or tenured for no 
less than half-time are eligible for 
a pro-rated benefit
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FACULTY & LIBRARIANS Effective Date for Education Benefits

The education benefit is available the first 

semester following the faculty's or librarian's date 

of hire. For example, if the faculty member is hired 

on August 1, they would be eligible for the 
education benefit starting in the Fall Term.

To qualify for the 
education benefits for the 
term below:

The faculty member or 
librarian's hire date must 
be on or before:

Fall Term September 1

Spring Term January 1

Summer Term May 1 



Eligibility Requirements – Research Associates (Self)

Office of Human Resources, Benefits Department

▪ Research Associate must be 
regular, full-time.
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RESEARCH ASSOCIATES Effective Date for Education Benefits

The education benefit is available the first 

semester following the Research Associates date 

of hire. For example, if the Research Associate is 

hired on August 1, they would be eligible for the 
education benefit starting in the Fall Term.

To qualify for the 
education benefits for the 
term below:

The research associate’s 
hire date must be on or 
before:

Fall Term September 1

Spring Term January 1

Summer Term May 1 



Eligibility Requirements – Post-Doctoral Associates 
& Post-Doctoral Scholars (Self)

Office of Human Resources, Benefits Department

▪ Postdoctoral Associate must be 
regular, full-time.

▪ Post-Doctoral Scholar must be 
regular, full-time.

Effective Date:

▪ The education benefit is available the first 
semester following the Post-Doctoral 
Associate or Post-Doctoral Scholar's date of 
hire. For example, if a Post-Doctoral Associate 
is hired on August 1, they would be eligible for 
the education benefit starting in the Fall Term.
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To qualify for the 
education benefits for the 
term below:

The Post-Doctoral 
Associate or Scholars hire 
date must be on or before:

Fall Term September 1

Spring Term January 1

Summer Term May 1 

POST-DOCTORAL 
ASSOCIATES

POST-DOCTORAL 
SCHOLARS



Enrollment Options – Employee (self)

Office of Human Resources, Benefits Department

▪ Employees may 
enroll in a course 
that interests them 
without being 
formally enrolled in a 
degree or certificate 
program

▪ Does not have to 
relate to your job

▪ Employees may also 
elect to audit a 
course and not take 
it for any academic 
credit

▪ If auditing a course, 
please contact the 
Benefits Department 
once billed to ensure 
proper application of 
the education benefit 
if needed.

▪ Employees may also 
enroll in a degree or 
certificate program

Take a Course/Class for Credit Enroll in a Degree or 
Certificate Program

Slide 16

Auditing (taking a class not 
for credit)

Most full-time employees 
enroll in part-time programs 

taking up to 6 credits per 
term (2 – 3 classes). But it 
depends on the individual.



How to Request the 
Education Benefit

Office of Human Resources, Benefits Department Slide 17

Apply for Admission

Commit to Pitt

Register For Courses

Keep an eye on your PittPay (student 
billing account). Benefit will automatically 
apply approx 10 days before the start of 
each term.

Reminder!
• For employee's using Education 

Benefits for themselves, no paperwork 
through the benefits office is required.

• Paperwork to request the Benefit is 
only required for spouses/partners 
and/or children wishing to use the 
benefit.



Common Questions

Office of Human Resources, Benefits Department

▪ Does the Benefit Guarantee Admission or Retention?

▪ No, students must follow the normal application process to be admitted. 
Eligibility for the benefit does not guarantee admission or retention.

▪ Does the Benefit include an application fee waiver?

▪ No, the Benefit only applies towards tuition charges once enrolled. The 
Benefit does not cover any application fees, books, room & board etc. 
The Benefit amount will only apply towards tuition billed through the 
students PittPay (student payment) account.

▪ What happens if I fails a class? Can I retake the class and still use the 
Benefit?

▪ The Benefit remains applied irrespective of the grade the student has 
received. So, if you fail a class, you do not have to repay the benefit.
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Common Questions

Office of Human Resources, Benefits Department

▪ Is the Education Benefit for Employee (Self) Taxable?

▪ Undergraduate-level courses/enrollment = No, not taxable

▪ Graduate-level courses/enrollment = Yes, taxable after $5,250

▪ Can I use a Scholarship and the Benefit?

▪ Some scholarships only cover tuition, while others may be able to cover various 
expenses or fees. It is recommended to contact the office of financial aid for 
questions on scholarship usage as it varies per scholarship.

▪ Is there a Deadline to Submit the Request form By?

▪ N/A - Request forms are not required for employees using the Benefit for 
themselves (*except for retirees/involuntarily termed employees due to lack of funds forms are required)

▪ Does the Benefit differ at the Regional Campuses?

▪ No, the benefit applies the same to all Pittsburgh and the Regional Campuses , 
Pitt Johnstown, Pitt Bradford, Pitt Greensburg.
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Common Questions

Office of Human Resources, Benefits Department

▪ Do I have to continue working at Pitt for a certain amount of time after using 
the education benefits to avoid repayment?

▪ To avoid repayment, you must stay employed in an eligible status through the 
last business day of the second month in the term you last used the benefit.

▪ Is there a cap on how many courses I can take, or how many degrees or 
certificates I can complete at Pitt?

▪ No, you may take as many courses that interest you, or complete as many 
degrees and/or certificates.

▪ Does the course or program have to relate to my job?

▪ No, it does not need to be related to your job.

▪ What happens if a class I want to take conflicts with my work schedule?

▪ Before registering, it is advisable to discuss available options with your 
supervisor. The flexibility to accommodate such requests is determined by your 
department and may depend on the specific needs of your role.
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Education Benefits for 
Spouse or Domestic Partner



Spouse/Partner Education Benefit - Overview

Office of Human Resources, Benefits Department

▪ Availability: University of Pittsburgh Main and Regional Campuses

▪ Lifetime Maximum: N/A

▪ Credit Limit per Semester:

▪ Undergraduate Level Degree or Certificate Program: Up to 6 credits per term

▪ Graduate Level Degree or Certificate Program: Up to 6 credits per term

▪ Benefit: Covers 90% of tuition cost​ before taxes

▪ Taxation: Unlike staff employees, the IRS does not allow employers to provide pre-tax graduate level educational benefits for 

spouses and domestic partners. Once taxes are applied, the University reduces the upfront benefit received by 29.65% (rate 

effective as of January 1, 2020).

▪ For spouses only graduate level programs are taxed, 

▪ For Domestic Partners both undergraduate and graduate level programs are taxed

▪ Enrollment Requirements: Must be enrolled for course for credit in a degree or certificate program (pre-requisites not eligible).

▪ Spouse/Domestic Partner Requirements: Spouse must be married prior to the start of the term; or Affidavit of Domestic 

Partnership must be approved prior to start of the term
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Eligibility Requirements – Staff (Spouse or Domestic Partner)

Office of Human Resources, Benefits Department

▪ Staff employee must be regular, full-time.

▪ Has been in the role for 12 consecutive 
months

Effective Date for Education Benefits

▪ The benefit is only made available the first term 
after the employee has completed 12 
consecutive months of employment with the 
University.

▪ If the 12 months of employment is not completed 
by the date below, the benefit will begin the first 
term after12 months of employment
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STAFF

To qualify for the 
education benefits for the 
term below:

The staff member’s  12 
months of employment 
must be completed on or 
before:

Fall Term September 1

Spring Term January 1

Summer Term May 1 

SPOUSE REQUIREMENTS

PARTNER REQUIREMENTS

▪ Must be legally married prior to the start 
of the term

▪ Must have an approved Affidavit of 
Domestic Partnership on file with the 
University prior to the start of the term.



Eligibility Requirements – Faculty & Librarians (Spouse or Domestic Partner)

Office of Human Resources, Benefits Department

▪ Faculty or librarian must be regular, full-
time.

▪ Part-time faculty who are in the tenure 
stream or tenured for no less than half-
time are eligible for a prorated benefit
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FACULTY & LIBRARIANS Effective Date for Education Benefits

▪ The education benefit is available the first 

semester following the faculty's or librarian's 

date of hire. For example, if the faculty member 

is hired on August 1, their spouse/domestic 
partner would be eligible for the education 

benefit starting in the Fall Term.

To qualify for the 
education benefits for the 
term below:

The faculty member or 
librarian's hire date must 
be on or before:

Fall Term September 1

Spring Term January 1

Summer Term May 1 

SPOUSE REQUIREMENTS

PARTNER REQUIREMENTS

▪ Must be legally married prior to the start 
of the term

▪ Must have an approved Affidavit of 
Domestic Partnership on file with the 
University prior to the start of the term.



Eligibility Requirements – Research Associates (Spouse or Domestic Partner)

Office of Human Resources, Benefits Department

▪ Research Associate must be 
regular, full-time.

Slide 25

RESEARCH ASSOCIATES Effective Date for Education Benefits

The education benefit is available the first 

semester following the Research Associates date 

of hire. For example, if the Research Associate is 

hired on August 1, their spouse/domestic partner 
would be eligible for the education benefit starting 

in the Fall Term.

To qualify for the 
education benefits for the 
term below:

The research associate’s 
hire date must be on or 
before:

Fall Term September 1

Spring Term January 1

Summer Term May 1 

SPOUSE REQUIREMENTS

PARTNER REQUIREMENTS

▪ Must be legally married prior to the start 
of the term

▪ Must have an approved Affidavit of 
Domestic Partnership on file with the 
University prior to the start of the term.



Eligibility Requirements – Post-Doctoral Associates & 
Post-Doctoral Scholars (Spouse/Domestic Partner)

Office of Human Resources, Benefits Department

▪ Postdoctoral Associate/Scholars 
must be regular, full-time.

Effective Date:

▪ The education benefit is available the first 
semester following the Post-Doctoral 
Associate or Post-Doctoral Scholar's date of 
hire. For example, if a Post-Doctoral Associate 
is hired on August 1, their spouse/domestic 
partner would be eligible for the education 
benefit starting in the Fall Term.

Slide 26

To qualify for the 
education benefits for the 
term below:

The Post-Doctoral 
Associate or Scholars hire 
date must be on or before:

Fall Term September 1

Spring Term January 1

Summer Term May 1 

POST-DOCTORAL ASSOCIATES / 
POST-DOCTORAL SCHOLARS

SPOUSE REQUIREMENTS

PARTNER REQUIREMENTS

▪ Must be legally married prior to the start 
of the term

▪ Must have an approved Affidavit of 
Domestic Partnership on file with the 
University prior to the start of the term.



Spouse / Domestic Partner Enrollment Requirements

Office of Human Resources, Benefits Department

▪ Spouses / Domestic Partner must be 
accepted and enrolled as a degree or 
certificate seeking candidate at 
either the graduate or undergraduate 
level at Pitt

▪ Enrollment in courses to fulfill an 
application pre-requisite is not 
covered by the benefit

▪ Courses not taken for credit towards 
the program are not covered by the 
benefit (i.e., auditing a course)
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Non-Degree or non-certificate seeking spouses or 
domestic partners are not eligible for the benefit.



Spouse Benefit Offering

Office of Human Resources, Benefits Department

*Note that Under IRS tax code, the value of certain educational benefits applied to graduate-level courses is considered taxable income. 
For spouses and domestic partners there is no pre-tax value, and the benefit will be taxed during all three terms of a calendar year.

 **For domestic partners, the undergraduate-level benefit is also subject to taxation.

Spouse Domestic Partner**

Undergraduate Level 
Programs

Maximum Credits per term 6 6

University Contribution 90% 90%

Employee Contribution 10% 10%

Graduate 
Level Programs*

Maximum Credits per term 6 6

University Contribution 90% 90%

Employee Contribution 10% 10%



How to Request the 
Education Benefit

Office of Human Resources, Benefits Department Slide 29

https://www.hr.pitt.edu/current-employees/benefits/education-benefits

https://www.hr.pitt.edu/current-employees/benefits/education-benefits

Education Benefit Request Form for Spouse/Domestic Partner

Education Benefit Request Form for Spouse/Domestic Partner

Employees should visit 
https://www.hr.pitt.edu/current-
employees/benefits/education-benefits 

Select your Role

Open the section for Spouses/Domestic 
Partners

Follow the instructions to complete the 
Education Benefit Request Form for 
Spouse/Domestic Partner  (via DocuSign)

Tips!
• Don’t Complete the form until your 

spouse has registered for courses. Our 
office has to verify enrollment in before 
approving. 

• The PeopleSoft Number is your 
spouse/domestic partners 7-digit 
student ID number (listed on their bill in 
PittPay or student ID card)

For verification purposes your Pitt email should be used. *With the exception of retirees, or 
surviving family, a personal email is acceptable

https://www.hr.pitt.edu/current-employees/benefits/education-benefits
https://www.hr.pitt.edu/current-employees/benefits/education-benefits
https://powerforms.docusign.net/05be474c-5b50-4a2a-981d-c5c9a3577c7d?env=na2&acct=5f235d73-8911-4785-9715-399671fb99eb
https://powerforms.docusign.net/05be474c-5b50-4a2a-981d-c5c9a3577c7d?env=na2&acct=5f235d73-8911-4785-9715-399671fb99eb


Spouse or Domestic Partner 

Documentation Requirements 
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Spouse

• Education Benefit Request Form 
for Spouse/Domestic Partner for 
the University of Pittsburgh (via 
DocuSign)

▪ Copy of Marriage Certificate.

*Note: If the Marriage Certificate is in another 
language, we will need a certified translation by a third 

party (self translations are not accepted).

Domestic Partner

• Education Benefit Request Form 
for Spouse/Domestic Partner for 
the University of Pittsburgh (via 
DocuSign)

▪ Copy of University Affidavit of 
Domestic Partnership

Additional information on Domestic Partnerships can be 
found on :  https://www.hr.pitt.edu/current-

employees/benefits/health-wellness/medical-
plans/documentation-requirements-dependents/benefits 

Paperwork must be submitted 
each academic year.

Office of Human Resources, Benefits Department

https://powerforms.docusign.net/05be474c-5b50-4a2a-981d-c5c9a3577c7d?env=na2&acct=5f235d73-8911-4785-9715-399671fb99eb
https://powerforms.docusign.net/05be474c-5b50-4a2a-981d-c5c9a3577c7d?env=na2&acct=5f235d73-8911-4785-9715-399671fb99eb
https://powerforms.docusign.net/05be474c-5b50-4a2a-981d-c5c9a3577c7d?env=na2&acct=5f235d73-8911-4785-9715-399671fb99eb
https://powerforms.docusign.net/05be474c-5b50-4a2a-981d-c5c9a3577c7d?env=na2&acct=5f235d73-8911-4785-9715-399671fb99eb
https://pitt.sharepoint.com/sites/human-resources/Shared%20Documents/General%20Forms/Benefits%20-%20Enrollment/Affidavit_DomesticPartnership.pdf
https://pitt.sharepoint.com/sites/human-resources/Shared%20Documents/General%20Forms/Benefits%20-%20Enrollment/Affidavit_DomesticPartnership.pdf
https://www.hr.pitt.edu/current-employees/benefits/health-wellness/medical-plans/documentation-requirements-dependents/benefits
https://www.hr.pitt.edu/current-employees/benefits/health-wellness/medical-plans/documentation-requirements-dependents/benefits
https://www.hr.pitt.edu/current-employees/benefits/health-wellness/medical-plans/documentation-requirements-dependents/benefits


Common Questions

Office of Human Resources, Benefits Department

▪ If my spouse or domestic partner already has a degree from somewhere else, can 

they get another degree or certificate from Pitt?

▪ Yes, there are no limitations to how many degrees or certificates you or your 

spouse/domestic partner may get from Pitt.

▪ Can my spouse or domestic partner audit a course?

▪ No, for a spouse or partner courses must be taken for credit for their degree or certificate 

program.

▪ Does being on a Visa Impact my eligibility for the benefit?

▪ Benefit eligibility is based on your employment status at the time of enrollment. For 

questions on Visas and being elsewhere, we recommend contacting the Office of 

International Services at Pitt. https://www.ois.pitt.edu/about-ois 
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https://www.ois.pitt.edu/about-ois


Common Questions

Office of Human Resources, Benefits Department

▪ Why does the first term of the Coursera Online Data Program not qualify for the 

benefit for my spouse or domestic partner?

▪ The first class is considered a Pre-Requisite prior to formal admission. For Spouses and 

Domestic Partners, the first term in the Coursera program is not eligible for education 

benefits because their enrollment will show “Not Candidate for Degree”​ prior to formal 

admittance. They benefit may be used for the second and subsequent terms once 

formally admitted.

▪ If my spouse or domestic partner was enrolled elsewhere, can they transfer those 

credits to a degree at Pitt?

▪ To verify whether previous credits may be transferable you will want to contact the 

school during the admissions process. The ability of credits to transfer may depend on a 

variety of factors.
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DocuSign Tutorial



Taxation of Education Benefits

Taxability, Payroll Reporting, W-2 Reporting, 
Example Breakdown and Requesting Estimates



Taxability of Education Benefits

Office of Human Resources, Benefits Department

▪ The University of Pittsburgh offers tuition remission scholarships to full-
time employees, their dependents, and their spouses or domestic 
partners. The taxability of education credits by degree level and 
beneficiary are listed in the chart below.

Undergraduate Level Graduate Level

Employee Non-Taxable Amount greater than $5250.00 is taxable*

Dependent child(ren) Non-Taxable N/A

Spouse Non-Taxable Entire amount is taxable*

Partner Entire amount is taxable* Entire amount is taxable*

*Taxability applies to Federal Income Tax, Social Security, and Medicare.



Viewing Tax Benefits

Office of Human Resources, Benefits Department

▪ The taxation of education benefits is shown on both 
the student’s University account and the associated 
employee’s off-cycle pay statement in Pitt Worx. 

▪ Tax is withheld from the education benefit at a 
29.65% rate and reported annually on the 
employee’s pay statement*in Pitt Worx. 

▪ Taxable education benefits will be listed 
as scholarship on the pay statement. An email 
notification will be sent to the associated employee 
in the Fall to provide the date of the pay statement 
in which this reporting will occur.
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*Note that Post-Doctoral Scholars are excluded from pay statement tax reporting.

Off-cycle pay : Means that the scholarship is 
being reported outside of your regular paycheck 
so as not to impact your actual net pay.



Student’s Account (PeopleSoft)

Office of Human Resources, Benefits Department

▪ The student’s account shows the taxable scholarship amount, the estimated 
tax withheld, and the net scholarship that is credited to the student’s account. 
The tax owed is estimated at 29.65% which is the total of 22% Federal, 6.2% 
Social Security, and 1.45% Medicare.  

▪ See below example of graduate level education benefits for an employee.
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Taxable scholarship ($6250 Scholarship - $5250) $1000.00

Less estimated tax withheld ($1000 Taxable Amount x 29.65%) - $ 296.50

Net taxable amount posted to account = $ 703.50

Plus non-taxable portion of scholarship + $ 5250.00

Total scholarship posted to account = $ 5953.50

Ex) The 90% Gross Benefit of 6 credits is $6,250 before taxes:



Payslip (PittWorx)

Office of Human Resources, Benefits Department

▪ The full taxable portion of the scholarship and the net amount posted to 
the student’s PeopleSoft account will be added in Pitt Worx to allow for 
proper Form W-2 reporting. 

▪ The information will be available on an off-cycle pay statement in Pitt 
Worx. 

▪ See below example.
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Taxable scholarship reported on payslip $1000.00

Net taxable scholarship CERT reported on payslip $ 703.50

*Note that Post-Doctoral Scholars are excluded from pay statement and W-2 tax reporting.



W-2 Reporting

Office of Human Resources, Benefits Department

▪ The taxable education benefits will be reported 

on the Form W-2 which will be used for tax filing 

purposes. 

▪ The off-cycle pay statement in which the benefit 

is reported will be used for informational 

purposes only and will not impact take-home 

pay for the employee. 

▪ For more information, please review IRS 

Publication 15.
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https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.irs.gov%2Fpub%2Firs-pdf%2Fp15.pdf&data=04%7C01%7CMNH22%40pitt.edu%7C687ab6d482ef471c058708d9b380e0cd%7C9ef9f489e0a04eeb87cc3a526112fd0d%7C1%7C0%7C637738188364730365%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=0lZF%2Fc6iL8lqNCTKB2eIP3Yh1ZxhNeONrHvbtlvxTtg%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.irs.gov%2Fpub%2Firs-pdf%2Fp15.pdf&data=04%7C01%7CMNH22%40pitt.edu%7C687ab6d482ef471c058708d9b380e0cd%7C9ef9f489e0a04eeb87cc3a526112fd0d%7C1%7C0%7C637738188364730365%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=0lZF%2Fc6iL8lqNCTKB2eIP3Yh1ZxhNeONrHvbtlvxTtg%3D&reserved=0


Taxation Example – Employee 
(Self) Graduate Level

Office of Human Resources, Benefits Department

▪ Calendar Year: 2024 (January – December)

▪ School/Program: Graduate School of Public Health, Health 
Informatics

▪ Enrollment Level: Graduate

▪ Employee Type: Full-Time Regular Staff (100% FTE*/effort)

▪ Enrollment:

▪ First Enrolled Term of Calendar Year: 6 credits

▪ Second Enrolled Term of Calendar Year: 6 credits

▪ Third Enrolled Term of Calendar Year: 6 credits

▪ Cost Per Credit: 

▪ Spring 23-24 = $1,231

▪ Summer AY 23-24 = $1,231

▪ Fall AY 24-25 = $1,255
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*FTE = Full Time Equivalence



Spring 2024 Calculation 
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Employee Graduate Tuition Estimate

This estimate is for Pitt employees enrolled in courses at the University of Pittsburgh. If 
you are a spouse/domestic partner, this estimate sheet does not apply to your benefit.

Employee Name: Roc Panther

PeopleSoft #: 18781878

Employee Type: Full-Time Regular Staff

School/Program:
Graduate School of 
Public Health

If they were to take 6 credits for spring

Alternatively, If they were to take 8 credits for spring below. Remember that the maximum # of benefit eligible credits for graduate level 
courses is 6 per term. So, any credits taken above 6 would be 100% the responsibility of the EE. The Net Benefit would not change.

Office of Human Resources, Benefits Department



Summer 2024 Calculation 
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Employee Graduate Tuition Estimate

This estimate is for Pitt employees enrolled in courses at the University of Pittsburgh. If 
you are a spouse/domestic partner, this estimate sheet does not apply to your benefit.

Employee Name: Roc Panther

PeopleSoft #: 18781878

Employee Type: Full-Time Regular Staff

School/Program:
Graduate School of 
Public Health

If they were to take 6 credits for spring & 6 credits for summer

Each calendar year, the university can provide up to $5,250 tax free to employees. Any benefit amount provided above that threshold is 
considered taxable under the IRS. As such, you will see here that this employee exceeded the $5,250 threshold in the spring term, so the 
entire summer benefit is taxable. It is common to see a higher benefit during the first term of enrollment vs the second or third.

Office of Human Resources, Benefits Department



Total Employee Tuition Responsibility (does not include fees or deposits)

Fall 2024 Calculation 

Office of Human Resources, Benefits Department Slide 43

Employee Graduate Tuition Estimate

This estimate is for Pitt employees enrolled in courses at the University of Pittsburgh. If 
you are a spouse/domestic partner, this estimate sheet does not apply to your benefit.

Employee Name: Roc Panther

PeopleSoft #: 18781878

Employee Type: Full-Time Regular Staff

School/Program:
Graduate School of 
Public HealthIf they were to take 6 credits for spring , summer and fall:

Amount Taxable: Amount Reported as income on an on an 
off-cycle pay and on the Employee’s W-2

Total Net Benefit : Amount Reflected on PittPay



Off-Cycle Payslip Reporting (PittWorx)

Office of Human Resources, Benefits Department

▪ Any amount of scholarship about the 
$5,250 is considered taxable income 
under the IRS. 

▪ The University initially withholds a 
standard rate of 29.65%

▪ At the end of each calendar year, an 
audit is conducted to confirm the 
amounts received are correct. 

▪ Via an off-cycle pay (no salary 
involved) the total amount taxable is 
reported as income under earnings. 
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Reminder emails are sent in 
the fall to employees 

utilizing taxable education 
benefits for themselves 

and/or spouses prior to the 
off-cycle pay reporting.

*Note that Post-Doctoral Scholars are excluded from pay statement and W-2 tax reporting.



Education Benefit Estimate Requests

Office of Human Resources, Benefits Department

To calculate the estimated tax withheld, you will need to know the 
following information:

▪ Benefit type (self, spouse/domestic partner)

▪ Number of credits to which the benefit is applicable

▪ Self (full-time roles): 6 credits

▪ Self (part-time staff): 6 credits * FTE

▪ Spouse/Domestic Partner: 6 credits

▪ Number of credits in which the student is enrolled (per term)

▪ For employees, you will also need to know how many terms the 
benefit will be used in the calendar year

▪ Per-credit cost of the program
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If you would like to receive an estimated 

break down of the education benefit for 
yourself or an eligible spouses or 

domestic partner. 

Please contact the benefits department by 

submitting an inquiry online at :

https://www.hr.pitt.edu/contact-ohr 

Disclaimer: That estimates are solely estimates. All values shown 
are approximate based on current tuition rates and are subject 
to change. Estimates do not include any applicable deposits, fees 
or other expenses.

https://www.ir.pitt.edu/tuition-rates-and-fees
https://www.hr.pitt.edu/contact-ohr


How to Request an Estimate:

Office of Human Resources, Benefits Department

1. Visit: https://www.hr.pitt.edu/contact-ohr  
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2. Complete the Request Details

3. Enter the Subject as ‘Education Benefit   
Estimate Request’

4. Enter a Description & Send

https://www.hr.pitt.edu/contact-ohr


Continuation of Education 
Benefits

Retention, Voluntary Resignation, Involuntary 
Resignation, Leave and Retirement



Resignation

Voluntary Resignation

▪ To avoid full payment of the tuition if you voluntarily resign or move to an 
ineligible status during a semester, the following time frame applies:

Slide 48Office of Human Resources, Benefits Department

To remain eligible for the term:
You must be employed in an 
eligible status through the last 
working day of:

Fall Term October

Spring Term February

Summer Term June



Resignation

Involuntary Resignation

▪ Scholarship benefits for employees who are involuntarily separated (e.g., 
other than personal resignation or dismissal for disciplinary reasons) are 
retained for both the term in which the employee receives the final paycheck 
and the following term.
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Position eliminated during: Benefit retained for:

Fall Term Fall Term & Spring Term (same academic year)

Spring Term Spring Term & Summer Term (same academic year)

Summer Term Summer Term & Fall Term (different academic year)



Retirement 

(University Recognized)

Office of Human Resources, Benefits Department

Benefit for Self

▪ Employees who are retired, are entitled to the same scholarship 

benefits as current employees if employed and enrolled at the time 

of retirement, or if not enrolled at the time of retirement were 

employed at the University for at least five years immediately prior 

to retirement.

Benefit for Spouse or Domestic Partner

▪ Scholarship eligibility continues as is available for the spouses of 

current employees who are currently enrolled at the University of 

Pittsburgh at the time of retirement of the employee. 

▪ If the spouse is not enrolled at the University at that time, the 

spouse is eligible to use the scholarship benefits as are available 

for the spouses of current employees if the employee worked at the 

University in a regular full-time position for at least five years 

immediately prior to retirement.
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Education Benefits for 
children also continue 

through retirement



Long Term Disability

Office of Human Resources, Benefits Department

Benefit for Self

▪ Employees who are on approved long-term disability, are entitled to 

the same scholarship benefits as current employees if employed 

and enrolled at the time of disability, or if not enrolled at the time of 

disability were employed at the University for at least five years 

immediately prior to disability.

Benefit for Spouse or Domestic Partner

▪ Scholarship eligibility continues as is available for the spouses of 

current employees who are currently enrolled at the University of 

Pittsburgh at the time of disability of the employee. 

▪ If the spouse is not enrolled at the University at that time, the 

spouse is eligible to use the scholarship benefits as are available 

for the spouses of current employees if the employee worked at the 

University in a regular full-time position for at least five years 

immediately prior to disability. 
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Education Benefits for 
children also continue 

while on LTD



Employee Death

Office of Human Resources, Benefits Department

Benefits for Spouse or Domestic Partner

▪ Scholarship eligibility continues as is available for the spouses of current employees who are currently 

enrolled at the University of Pittsburgh at the time of the employee’s death.

▪ If the spouse is not enrolled at the University at that time, the spouse is eligible to use the scholarship 

benefits as are available for the spouses of current employees if the employee worked at the 

University in a regular full-time position for at least five years immediately prior to the employee’s 

death.

▪ Spouses or Domestic Partners of deceased employees retain the scholarship benefits only until they 
remarry.
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Please contact the Benefits 
Department Customer Support 

Team for assistance with using the 
benefit as the spouse/partner of a 

deceased employee.



Resources

Office of Human Resources, Benefits Department Slide 53

Office Online Inquiries Business Hours Phone

Benefits Department
submit an inquiry online at:
https://www.hr.pitt.edu/contact-ohr

Mon-Fri 8:30-5:00 (833)-852-2210​

Student Payment Center
(view Map)

payments@pitt.edu
(Include your 7-digit student ID)​

Mon-Thu 8:30-4:45​
Friday 9:30-4:45​

(412) 624-7520​

Admissions pitt.admissions@pitt.edu Mon-Fri 8:30-5:00​ (412) 624-7488​

Financial Aid finaid@pitt.edu Mon-Fri 8:30-5:00​ (412) 624-7488​

Education Benefit Website: https://www.hr.pitt.edu/current-employees/benefits/education-benefits 

https://www.hr.pitt.edu/current-employees/benefits
https://www.hr.pitt.edu/contact-ohr
https://www.payments.pitt.edu/home
https://www.payments.pitt.edu/g-7-thackeray-hall
mailto:payments@pitt.edu
https://admissions.pitt.edu/
mailto:pitt.admissions@pitt.edu
https://financialaid.pitt.edu/
mailto:finaid@pitt.edu
https://www.hr.pitt.edu/current-employees/benefits/education-benefits


If you have a benefit-related question that is personal and would like it answered 
privately, feel free to submit an inquiry online at https://www.hr.pitt.edu/contact-ohr 

Questions?
Benefits Department:
• Education Benefits at Pitt
• Education Benefit Estimate Requests
• Phone: 833-852-2210 M-F 
     8:30 AM – 5:00 PM.
• Online Inquries: 

https://www.hr.pitt.edu/contact-ohr 

Financial Aid Office:
• Financial Aid Opportunities / 

Scholarships
• Phone: (412) 624-7488 (Option 2)
• Online Inquries: 

https://financialaid.pitt.edu/tuition-
exchange/ 

https://financialaid.pitt.edu/contact-us/   

Admissions/Schools:
• To reach a Transfer Counselor, please 

email transfer.admissions@pitt.edu. 
• Prospective graduate student should 

contact their intended school directly 
or send general inquiries 
to graduate@pitt.edu.

• Online 
Inquries: https://admissions.pitt.edu/adult-
students/ 

https://www.hr.pitt.edu/contact-ohr
https://www.hr.pitt.edu/contact-ohr
https://financialaid.pitt.edu/tuition-exchange/
https://financialaid.pitt.edu/tuition-exchange/
https://financialaid.pitt.edu/contact-us/
mailto:transfer.admissions@pitt.edu
mailto:graduate@pitt.edu
https://admissions.pitt.edu/adult-students/
https://admissions.pitt.edu/adult-students/


Upcoming Bridging Benefits Sessions!

Office of Human Resources, Benefits Department

Financial Wellness Benefits & 
Resources at Pitt

Back to Basics – General 
Benefits Overview

Thursday, April 24, 2025Thursday, March 27, 2025
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Unlock the Full Potential of Your 
Employee Benefits! 

Visit our New Bridging Benefits Webpage to Learn More!
https://www.hr.pitt.edu/current-employees/benefits/bridging-benefits 

Enhance your Financial Wellbeing!

Reminder! This session 
is recorded and will be 
made available for on 

demand access 
following today's 

session.

Looking for info on education benefits for 
dependent children? Watch a recording of 

the 1st Bridging Benefits Session from 
January (available on the Bridging Benefits 

webpage).

https://www.hr.pitt.edu/current-employees/benefits/bridging-benefits


We Want to Hear from You!
Share your experiences and how the program has 
positively impacted you or your spouse or partner's 
educational journey.

• How has the education benefits program helped 

your/their academic and career goals?

• How has it helped financially?

• What program / degree did your self/spouse/partner 

graduate with?

• Can you share any success stories or experiences that 

highlight the impact of the program?

Your testimonials can inspire and inform your colleagues 
about the real benefits of our education program.

If you’d be willing to share your experience with us, please type “Yes” in 
the Q&A section! We will reach out to you privately.



Thank you!

Please take our 
'Bridging Benefits - Experience Survey!'

Survey will be sent via email post-session! 



https://www.hr.pitt.edu/current-employees/benefits

Office of Human Resources, Benefits Department

Contact us at 833-852-2210 or online at https://www.hr.pitt.edu/contact-ohr 

https://www.hr.pitt.edu/contact-ohr
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