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OUR MISSION

Redefining maritime excellence through education, research and innovation.





OUR VISION

To become the University of Choice for the development of industry-ready leaders for the maritime economy.






QUALITY POLICY

The Caribbean Maritime University (CMU) is committed to delivering quality education and training services to our customers, while promoting competence, professionalism and regard for safety and the environment.












ACRONYMS

	Acronyms
	Definitions

	CMU
	Caribbean Maritime University

	GPA
	Grade Point Average

	OHRA
	Office of Human Resources & Administration

	SGI
	Strategic Growth Initiative 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	






















1.	PURPOSE


The Caribbean Maritime University, pursuant to First Schedule, Article 2(1)(g) of the Caribbean Maritime University Act, shall “…institute and award fellowships, studentships, scholarships, exhibitions, bursaries, prizes and other aids to study and research”. This policy was developed to provide a clear and transparent framework that is targeted toward the capacity development of staff and outlines the University’s procedures on the granting of scholarships, grants and waivers to university employees, and details the management, selections and award of scholarships to staff, in accordance with the goals and strategies of the University. It also sets out the University’s commitment to the current and future development of human capital through the nurturing and development of skills, expertise and ability in support of the University’s operational and strategic plans as well as the career-related aspirations of individual members of staff.

2.	SCHOLARSHIPS


The University aims to develop its most valuable asset, through providing its staff with access to training and development to facilitate improvements in job performance and foster continuous learning, growth and personal achievement of staff. In support of this mandate, the University awards scholarships to staff based on required competencies in accordance with the University’s applicable strategies and plans. Tuition scholarships may be provided to staff to pursue the University’s degrees, external degrees and professional short courses.  Spouses of staff (by marriage or common law), and dependent children of staff may receive tuition scholarships if enrolled at the University.  No two (2) family members will be funded at the same time. 

Scholarships may be provided for partial or full tuition fees and the awarding of such scholarships is at the discretion of the Training and Development Committee and decided based on a genuine need for the qualifications and availability of funds.

The Bonding Agreement must be signed before the commencement of the course of study.  However, the bonding period takes effect immediately following the completion of the programme within the allotted time.




3. SCHOLARSHIP CATEGORIES



	Scholarship Category
	Scholarship Purpose, Eligibility and Terms

	 

	
Tuition Assistance 
(Internal Programmes)

	
To be eligible for this scholarship, the applicant must be:-

· Permanently employed to the University for a  period of at least three (3) years;
· Employed under a full-time (fixed term) contract at least 4 years  continuously, and at the time of application; or
· Satisfactory service to the University.

To be eligible for this scholarship, the applicant must be: -

· Permanently employed to the University for a      period of two (2) years;
· Employed under a full-time contract at least 3 years continuously, and at the time of application; or
· Satisfactory service to the University.

The scholarship is calculated at one hundred percent (100%) of tuition fees only for the entire period of the course/programme on the following terms:-

· Recipients must  maintain a grade point average (GPA) of 2.0 (C) or above for continuation of the award;
· Progress reports showing satisfactory academic performance must be submitted to the Office of        Human Resource and Administration annually or upon request.
· Awards will not go beyond the duration of the    programme.  Applicants will be required to reimburse the University, should there be a discontinuation of the programme.
· Successful applicants will be required to sign a bond agreement before confirmation of the scholarship.


	
Tuition Assistance
(External Programmes)
	
The scholarship is calculated at fifty percent (50%) of tuition fees for the entire period of the course on the following terms:-
· Recipients must maintain a grade point average (GPA) of 2.0 (C) and or the institution’s equivalent of a pass or higher for continuation of the award;
· Progress reports showing satisfactory academic performance must be submitted to the Office of Human Resource and Administration annually.
· Awards will not go beyond the duration of the programme.

· Successful applicants will be required to sign a bond agreement before confirmation of the scholarship.
To apply, staff will need to complete the Staff Scholarship Application Form.

	Professional Short Courses
	
Staff who have given at least one (1) year of satisfactory service to the University will be eligible to pursue professional short courses relevant to the operations of the University and employees’ specific job functions.

Award is limited to one (1) training per year. The value of the course should not exceed $250,000.00 per year.

	Tuition refund 
	
This is applicable when an employee paid tuition out-of-pocket.  A tuition refund will be allocated as stated in Circular No. 20,           Reference No. 11038 dated September 21, 2009, by the Ministry of Finance and the Public Service.
This policy is subject to change in alignment with the amendments to the Government of Jamaica’s policy.
For consideration of tuition refund, the staff should apply through the Office of Human Resources and Administration (OHRA).

	Qualification Increment
	Upon completion of study and submission to the OHRA, a Qualification Increment (subject to Government review) will be given to the awardee as stated in Circular No 42, Ref. No. 59/40 dated November 24, 2008 by the Ministry of Finance and the Public Service.
This Policy is subject to change in alignment with the amendments to the Government of Jamaica’s policy.

	
Donor Scholarships
	The terms shall be consistent with the terms prescribed by or agreed with the respective donor. All prospective and registered students do have the option to apply for donor scholarships.  Where the university is required to co-sponsor or release the employee for a period of time, the employee may be bonded.


	SPOUSES AND CHILDREN

	
Tuition Assistance 
(Internal Programmes)

	To be eligible for this scholarship, the staff must be: -

· Permanently employed to the University for a period of at least three (3) years;
· Employed under a full-time (fixed term) contract at least four (4) years       continuously, and at the time of application; or
· Satisfactory service to the University.

[bookmark: _Hlk157686477][bookmark: _Hlk157685477]The scholarship is calculated at fifty percent (50%) of tuition fees only for the entire period of the course/programme on the following terms:-

· [bookmark: _Hlk157685340]Recipients must          maintain a grade point average (GPA) of 2.5 (B-) or above for continuation of the award;
· Progress reports showing satisfactory academic performance must be submitted to the Office of  Human Resource and Administration annually or upon request.
· Awards will not go beyond the duration of the  programme.  Applicants will be required to reimburse the University, should there be a discontinuation of the programme.  
· Scholarship is capped at two (2) dependents, that is, the dependent can only receive one (1) scholarship. 

Successful applicants will be required to sign a bond     agreement before confirmation of the scholarship. 



4. SELECTION COMMITTEE

In accordance with this policy, scholarships are selected by the Staff Training and Development Committee (“the Selection Committee”), as constituted by the Executive Management on an annual basis. The overarching responsibility for the Policy on Staff Scholarships and Grants rests with the Selection Committee, which reports directly to the Executive Management. Operational and administration aspects rest with the Office of Human Resource and Administration.

A. CONSTITUTION OF SELECTION COMMITTEE

The Selection Committee shall be constituted annually and shall operate in accordance with the approved version of the Terms of Reference for the Staff Capacity Development Committee. The Selection Committee will consist of no less than three (3) and no more than seven (7) members. The Selection Committee shall be composed of internal stakeholders with adequate professional expertise and shall be constituted of members of staff from across the University.

B. ROLES AND RESPONSIBILITIES OF THE SELECTION COMMITTEE

The Selection Committee is responsible for:

a) reviewing all applications for staff scholarships and final shortlisting of applicants;

b) conducting interviews of shortlisted applicants, where necessary;

c) recommending proposed scholarship recipients to the President in accordance with the applicable criteria;

d) providing advice on the establishment of new Scholarships in accordance with this policy.

e) providing advice and making recommendations on policy and other matters relating to staff scholarships to the Executive Management;
5. APPLICATION & SCREENING PROCESS

Selection of scholarship awardees will be transparent and will be primarily based on financial need, and academic record, in addition to the employee’s satisfactory job performance. Applications for awards must be made to the OHRA as directed below: -
5.1 Application

a. Applicants shall apply for a Scholarship using the Staff Scholarship Application Form, which can be obtained from the OHRA or QMS on  CMU’s Cloud Share.
b. Applications for degrees should be submitted three (3) months before the commencement of each academic year.
c. Applications for professional short courses should be submitted at least two (2) months before the commencement of the course.
d. Only applications with all required documents and particulars provided will be considered.

e. Selection of the successful recipient(s) shall take place no later than one (1) month following the submission of the full application.
5.2 Screening and Shortlisting
a. Screening of applications and the overall administration of the scholarship process will be done by the OHRA.
b. Shortlisting of Scholarship recipients is based on a competitive application process which
will be conducted by the Training and Development Committee.

c. Only eligible applicants shall be referred to the Selection Committee for further consideration.
d. A shortlisting report will be documented for each Scholarship type by the OHRA.
e. The Selection Committee, once convened, shall be provided with the following documents:

i. Completed applications;

ii. A list of the applicants containing personal details and all other relevant information required by the committee for the deliberation process.

iii. A rating sheet.

f. Application for continuing scholarship

i) Progress reports and status letters of all awardees are collated annually and sent to the Selection Committee for review to determine renewal.  These documents shall be submitted by July 31 of each year.

ii. Continuing recipients will be notified before the commencement of semester 1 of each year.
6. SELECTION

All final selection will be done by the Selection Committee. While all Panel members should be actively involved in the selection process, the Chair has ultimate responsibility for the proceedings. The Chair shall appoint a recording secretary who shall keep a record of all the proceedings in the appropriate form. The Chair also has responsibility for the processes undertaken during selection.

The Selection Committee shall review all shortlisted applications before a final decision is made. Scholarship outcomes shall be reported to the University Council for endorsement; and successful applicants shall receive formal communication of the award from the Office of Human Resource and Administration. Scholarship awards shall not become effective unless and until the successful applicant signs the appropriate bond agreement with the University.

At the end of each academic year, the files of all recipients shall be reviewed by the Office of Human Resource and Administration to determine if the conditions of the award are being adhered to. Any deviation is to be reported to the Selection Committee, through the Chair, with a recommendation on the way forward.
7. TERMINATION OF SCHOLARSHIP


The scholarship will be discontinued upon the termination, resignation, or retirement of an employee, and failure to maintain academic performance of the agreed minimum GPA. In the event of separation, the employee is required to repay the balance of the scholarship. TERMINATION OF SCHOLARSHIP


8. REVIEW OF POLICY

This policy shall be reviewed once per year to determine its appropriateness and applicability in accordance with the Caribbean Maritime University Act and the applicable policies of the Government of Jamaica.




[bookmark: _Hlk150335331]Eligibility Criteria


	
Criteria
	
Score
	
Scoring Factors
	
Rating


	
Years of Service

	
20
	  2 – 3
	10
	

	
	
	  4 – 5
	15
	

	
	
	  5+
	20
	

	
Qualification/Matriculation Requirement & GPA

	
10
	
	
	

	
Financial Needs
	
20

	
	
	

	
Benefits of the study to the University (as guided by the SGI)

	
30
	
	
	

	

Performance Evaluation
	

20
	1
	0
	

	
	
	2
	1 – 8
	

	
	
	3
	9 – 12
	

	
	
	4
	13 – 15
	

	
	
	5
	16 - 20
	

	
TOTAL SCORE
	
100
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