
Employees Enrolling in Degree Programs 

Sarah Lawrence supports employee participation in academic programs while maintaining the 
expectation that employees will continue to meet the responsibilities of their positions. 
Enrollment in coursework does not alter an employee’s work obligations and an employee’s 
primary obligation remains the performance of their job responsibilities. This policy addresses 
scheduling and work expectations related to employee enrollment in academic programs. 
Eligibility for tuition benefits is governed by the College’s separate Tuition Benefits Policy.   

Employee Responsibilities 

Employees who are applying for admission to a Sarah Lawrence degree program must inform 
their supervisor and senior team member before submitting their application.  Faculty must 
inform the Provost’s office.  A clear understanding of workload expectations and scheduling 
should be discussed before application to ensure that the employee’s responsibilities to the 
college will not be adversely affected. The discussion should include the anticipated class 
schedule and any potential impact on the employee’s work schedule or availability. Employees 
may not attend classes during scheduled work hours unless an alternative arrangement has 
been approved in advance. 

This policy must be reviewed and signed by the employee and senior team leader (or Provost) 
at that time. 

Employees who enroll in undergraduate or graduate degree programs must maintain clear 
professional boundaries with students. Employees must avoid circumstances that could create 
confusion about their role, authority, or access to institutional information. Accordingly, they may 
not assume roles that are traditionally reserved for students, including participation in student 
governance structures or other representative positions. These expectations help preserve role 
clarity, protect student trust, and uphold the professional responsibilities associated with 
employment at the College. 

Work Schedule Expectations 

Enrollment in coursework does not automatically entitle an employee to changes in their work 
schedule. Staff who intend to enroll in a Sarah Lawrence degree program must discuss their 
plans with their supervisor in advance of course registration. Faculty must discuss their plans 
with the Provost’s office. Reasonable adjustments to work schedules will be approved only 
when they are operationally feasible. Any adjustments must be mutually agreed upon, 
documented, approved by the supervisor’s senior team member and consistent with 
departmental needs. Approved adjustments may be modified or discontinued if operational 
needs change or if job performance is affected. 

Employees may use accrued leave time to attend classes during scheduled work hours in 
accordance with standard leave request procedures. 

Performance Expectations 

Employees enrolled in academic programs are expected to maintain satisfactory attendance, 
performance, and productivity. Participation in coursework may not adversely affect the 
employee’s ability to meet the expectations of their position. 

Employee Name: ______________________ Employee Signature___________________ 

Senior Team Name:____________________ Senior Team Signature:________________ 

https://my.slc.edu/ICS/Employee_Info/Benefits/Education_Benefits/Employees_and_Spouses.jnz

