Division of Student Affairs & Enrollment Management
Employee Compensation:  Post-Graduate Degree /Professional Certification

This policy is in accordance with Procedure 7-4 of the University Procedure Manual (see policy). The purpose of the procedure is to allow the granting of additional salary increments to employees who obtain a post-graduate degree or professional certification during the period of time of their employment with the University. The policy is applicable to master’s and doctoral-level degrees and also recognizes professional certifications that are appropriate to the position in which the employee is currently employed. Within the Division of Student Affairs & Enrollment Management, educational degrees and professional certifications required for employment into your position, or re-certification of a licensure currently held, are not eligible for consideration.
Within the Division of Student Affairs & Enrollment Management, it is the responsibility of the employee to submit a written request for recommendation to the Assistant Vice President of his/her Community of Practice. After reviewing and determining the request to be eligible for recommendation on the Divisional level, appropriate paperwork will be completed and forwarded to the appropriate offices for approval.
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Division of Student Affairs & Enrollment Management
Employee Compensation:  Post-Graduate Degree /Professional Certification
Request Form
	Employee Name:
	
	Employee Classification

	Date degree was completed:
	
	Major:

	Date Professional Certification was earned:
	
	Type:


Is the degree/certification appropriate to your position duties? (Please attach proof of certification or copy of transcript.)
Explain:

How will the Division/NIU benefit through your job performance due to this advanced degree/certification?
	Employee Signature 
	
	Date 


Please submit proof of post-graduate degree or professional certification earned with this form.
