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WHO IS EDASSIST? 

Norfolk Southern has partnered with EdAssist to administer the Educational Assistance program. EdAssist is the 

leading provider of comprehensive managed education solutions. 

This partnership brings the following enhancements: 

 A new online software tool will manage program administration. This technology will provide a user-

friendly process for applying for approval prior to the start of coursework and submitting for 

reimbursement upon successful course completion. 
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 Norfolk Southern will now be offering, through partnership with EdAssist, academic and educational 

financial advising at no cost to the employee, as well as valuable tuition savings at a number of regionally 

accredited colleges and universities. 

WHAT DOES EDASSIST OFFER? 

FREE EDUCATIONAL AND FINANCIAL ADVISING 

The Norfolk Southern Educational Assistance program includes academic and educational financial advising 

services which are available to you at no cost.  Norfolk Southern strongly recommends that you schedule an 

advising session prior to beginning a new program.  Advisors will work directly with you to create a customized 

education plan that offers a direct, convenient and cost efficient route to meeting your educational goals. Advisors 

will also coordinate with Norfolk Southern’s Employee Development team to recommend internal courses which 

will complement your educational goals. Employees should contact EdAssist by phone (877-348-0759) or access 

the EdAssist website to schedule an appointment with an advisor. To learn more about free academic and 

educational financial advising, visit http://www.edassist.com/client-company/nscorp.  

TUITION SAVINGS AT ACCREDITED SCHOOLS 

As an added benefit, EdAssist has an  Education Network of  over 200 selected schools and programs that offer 

unique benefits to Norfolk Southern employees. Benefits vary from school to school but include tuition reductions, 

waived application fees, and a dedicated contact for students.  While the network is primarily focused on working 

professionals, some schools also extend discounts on select programs to immediate family members. To learn 

more about the specific programs and benefits available at each school, click on the name of the institution at 

http://www.edassist.com/client-company/nscorp/matrix. Note:  Norfolk Southern employees are NOT limited to 

the schools that are part of the EdAssist Education Network.  Courses/programs from other regionally accredited 

schools are eligibile for Educational Assistance. 

EASY, SELF-SERVICE ADMINISTRATIVE SYSTEM 

EdAssist offers an easy online system to view and submit your applications, view pending approvals, and get 

important updates from Norfolk Southern.  

After discussing your plans with your supervisor and an EdAssist Advisor, you can access EdAssist directly to apply 

at www.tamsonline.org/nscorp.  You can also access EdAssist via the Employee Resource Center (ERC).  

(ERC>ESS>CareerCenter.  Click the Educational Assistance link below My Learning.)   

 

Upon completion of coursework, you’ll upload your grades and proof of payment in the EdAssist system. Once 

reviewed and approved, you will be reimbursed by Norfolk Southern within two regular pay periods.  

 

WHY SHOULD I USE THE EDASSIST ADVISING SERVICES? 

An academic and educational financial advisor will work directly with you to create a customized education plan 

that offers the most beneficial, convenient and cost-efficient route to meet your educational goals.  Advisors will 

also discuss how to finance your educational plans to augment the Norfolk Southern Educational Assistance 

reimbursement. 

http://www.edassist.com/client-company/nscorp
http://www.edassist.com/client-company/nscorp/matrix
http://www.tamsonline.org/nscorp
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IS ADVISING REQUIRED? 

Advising is not required, but Norfolk Southern strongly encourages that you schedule an advising session prior to 

beginning a program of study in order to fully utilize the services the Educational Assistance program has to offer. 

WHAT IS AN ADVISING SESSION? 

An advising session is a one-on-one phone call, typically 20-30 minutes, that will help you: 

 Find the right course, program and institution to meet your educational and career objectives. 

 Compare different programs, majors or degrees to help save you time and money.  

 Evaluate previous coursework and prior learning to maximize your transferable credits. 

 Assist with the admissions and college financing process. 

There is no cost to you to participate in an advising session – and you may schedule follow-up advising sessions as 

often as you need assistance to progress through your academic plan. 

HOW DO I SCHEDULE AN ADVISING SESSION? 

Call 877-348-0759 to schedule an appointment or schedule with EdAssist online by clicking on “My Advising” in the 

left menu bar.  

 

HOW CAN I CONTACT EDASSIST? 

Website: You are able to submit and check the status of your application, upload and submit tuition and 

grade documentation, and view reimbursement information 24 hours a day, 7 days a week via 

the EdAssist website, found at www.tamsonline.org/nscorp. 

 

   

If you have a question or comment about a particular application you have submitted, please use 

the Application Comments function to add notes directly on the application in question. You can 

find the Application Comments button after clicking on your application in “My Dashboard.” Click 

“Application Comment” in the upper right of the application summary. You will receive an email 

response to your inquiry.   

 

If you have general questions that are not specific to an application, you can submit a help ticket 

online by clicking “Contact Us” from the left menu on the EdAssist website.  

 

Phone: You can contact an EdAssist Customer Service Representative 8:00 AM - 8:00 PM EST, Monday 

through Friday, at 877-348-0759. 

 

WHAT EDUCATIONAL PROGRAMS ARE COVERED? 

The following are eligible for reimbursement by Norfolk Southern:      

http://www.tamsonline.org/nscorp


Frequently Asked Questions 

Educational Assistance Program 

 

  
Page 5 

 

  

1. Tuition for an individual course or courses required to complete a Certificate, an Associate’s 

degree, a Bachelor’s degree, or a Master’s degree program from a regionally accredited 

institution.  Coursework must be completed outside of an employee’s regular working hours.     

2. Prior Learning Assessments (PLA’s) to gain credit for prior learning toward an approved degree 

program from a regionally accredited institution, along with the fees for posting these credits 

(e.g., College Level Examination Program (CLEP), American Council on Education (ACE)).  

3. Certificate of Completion for Massive Open Online Courses (MOOCs) from a regionally accredited 

institution. 

4. Required textbooks for approved coursework as detailed in a course syllabus. 

All courses and programs must be job related or provide knowledge and skills that are relevant to a career 

at Norfolk Southern. Norfolk Southern, at its sole discretion, reserves the right to deny any application 

that is not deemed business relevant. 

All coursework (degree and non-degree) must be completed at or through an academic institution 

accredited by Regional Accrediting Commissions or another applicable governing body.  Norfolk Southern 

strongly recommends that employees confirm the regional accreditation of selected educational 

institutions by speaking with an EdAssist Advisor or by verifying accreditation status through the Council 

on Higher Education Accreditation (CHEA) (see www.chea.org), or the US Department of Education (see 

http://.ope.ed.gov/accreditation).  

 

WHAT PROGRAMS ARE NOT COVERED UNDER THE EDUCATIONAL ASSISTANCE PROGRAM? 

 

- Doctorate degree 

- Certification/Accreditation 

- Continuing Education Units (CEU’s)) 

- Entrance Exams 

WHAT IS THE DIFFERENCE BETWEEN A CERTIFICATE PROGRAM AND A CERTIFICATION?    

Certificate program (undergraduate or graduate coursework) 

 A designated series of courses that leads to the award of a professional certificate or designation in a 
specific field of study, e.g. Masters Certificate in Contract Management, from a regionally accredited 
college or university or an approved institution. 

 Certificates are earned at or through regionally accredited institutions as the result of completing a 
curriculum of individually graded courses. 
 

Certifications are achieved by taking professional or technical exams, as opposed to completing graded courses in a 

field of study, and are typically granted by independent, non-accredited organizations.   

 

DOES THE SCHOOL HAVE TO BE IN THE EDASSIST NETWORK IN ORDER TO BE ELIGIBLE FOR 

EDUCATIONAL ASSISTANCE REIMBURSEMENT? 

file:///C:/Users/30021055/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/6MO5JH1K/www.chea.org
http://.ope.ed.gov/accreditation
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No.  Norfolk Southern requires that your coursework is completed at a regionally accredited institution.  However, 

employees are not limited to the schools that are part of the EdAssist Education Network.  The EdAssist Network 

offers additional benefits that vary from school to school but include tuition reductions, waived application fees, 

and a dedicated contact for students. To learn more about the specific programs and benefits available at each 

school, click on the name of the institution at http://www.edassist.com/client-company/nscorp/matrix.  

 

WHAT IF I CAN’T FIND  MY SCHOOL LOCATION USING “SEARCH FOR PROVIDER”?  

If you can find the school but cannot find your particular school location/campus using the “Search for Provider” 
tool on Step 1 of the online application, please select the nearest location.  
 
If you are unable to find the school in the list when you “Search for Provider”, please submit a new ticket via 
“Contact Us” found in the left menu bar on the EdAssist site or call 877-348-0759 to speak to an EdAssist  
Customer Service Representative. If the school is regionally accredited, it will  be added to the list of educational 
providers.   
 

WHAT IF I  DON’T SEE MY FIELD OF STUDY ON THE LIST IN THE EDASSIST SYSTEM? 

If you don’t see your field of study (FOS) or a similar FOS already listed in the system, you can select “Other” and 

type in your FOS.  Your field of study entry will be reviewed by EdAssist’s team to verify it is not already on the list 

under a closely related name.  If so,  they will advise you to choose that FOS name from the list for future  

applications in that field. 

 

Note that your supervisor will still need to review and approve all subsequent applications, including for 

coursework in the same, continuing field of study.   

 

WHAT EXPENSES ARE COVERED FOR REIMBURSEMENT? 

The following are eligible for reimbursement by Norfolk Southern:      

1. Tuition for an individual course or courses required to complete a Certificate, an Associate’s 

degree, a Bachelor’s degree, or a Master’s degree program from a regionally accredited 

institution.  Coursework must be completed outside of an employee’s regular working hours.     

2. Prior Learning Assessments (PLA’s) to gain credit for prior learning toward an approved degree 

program from a regionally accredited institution, along with the fees for posting these credits 

(e.g., College Level Examination Program (CLEP), American Council on Education (ACE)).  

3. Certificate of Completion for Massive Open Online Courses (MOOCs) from a regionally accredited 

institution. 

4. Required textbooks for approved coursework as detailed in a course syllabus. 

 

IS THERE A MAXIMUM AMOUNT FOR REIMBURSEMENT? 

http://www.edassist.com/client-company/nscorp/matrix
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Norfolk Southern provides annual eligibility of $5,250 per calendar year in which the course/program is 
started for course tuition and required textbooks.  Refer to the Educational Assistance program document 
for details on eligible expenses for reimbursement.  The program document can be found on the EdAssist 
site in the “Using your Benefit” section. 
 

DO I HAVE TO SUBMIT AN APPLICATION BEFORE ENROLLING IN A COURSE OR PROGRAM? 

In order to verify eligibility for reimbursement before incurring financial obligation, employees should apply and 

receive program approval prior to starting coursework.  However, employees may apply 90 days prior to and up to 

30 days after the course start date.   

 

DOES MY SUPERVISOR NEED TO APPROVE MY COURSEWORK? 

 
Yes.  Your supervisor will receive e-mail notification that your application is pending their approval and will access 
the EdAssist website to review your application.  Your supervisor is responsible to verify  that you are pursuing job-
related or Norfolk Southern career path-related coursework and that you meet program requirements. You should 
discuss your educational plans and goals with your supervisor before applying.  
 
Applications for graduate coursework require supervisor and department head approval.    
 

WHAT IF MY SUPERVISOR IS NOT AVAILABLE  TO APPROVE MY APPLICATION? 

If your supervisor is not available  to approve your application due to extended absence or another circumstance, 

you may submit a help ticket via the “Contact Us” link in the left menu of the EdAssist site or you can call the 

EdAssist contact center at 877-348-0759.  

 
 

WHAT IF MY SUPERVISOR INFORMATION IS INCORRECT IN THE EDASSIST SYSTEM? 

Norfolk Southern sends updated employee data weekly to EdAssist.  However, there may be instances when a 

recent change is not reflected in the employee database.   

Contact the Norfolk Southern HR Help Desk at 800-267-3313 or hrhelpdesk@nscorp.com to report the change. 

 

HOW DO I SUBMIT AN APPLICATION FOR THE PROGRAM/REIMBURSEMENT? 

After discussing your plans with your supervisor and an EdAssist Advisor, you can access EdAssist directly at 

www.tamsonline.org/nscorp.  You can also access EdAssist via the Employee Resource Center (ERC) -   

ERC>ESS>CareerCenter.  Click the Educational Assistance link below My Learning.   

There are four easy steps to complete an application for review and approval, after logging in to the EdAssist 

website.  You’ll enter program, course and financial aid information; sign program agreements and submit for 

approval.  Refer to the System Tutorial on the EdAssist site for step-by-step instructions.  The EdAssist system will 

mailto:hrhelpdesk@nscorp.com
http://www.tamsonline.org/nscorp
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verify your compliance with the Norfolk Southern Educational Assistance program document. Then your 

application will be available for your supervisor to review.  

  

HOW DO I SUBMIT AN APPLICATION FOR A CHALLENGE EXAM / FOR CREDIT EXAM? 

Prior Learning Assessments (PLA’s), often referred to as challenge exams or for-credit exams, are covered by the 

Norfolk Southern program.  To gain credit for prior learning toward an approved degree program from a regionally 

accredited institution, along with the fees for posting these credits, follow the steps for the Application Process  

and select the program you intend to pursue.  For the Course Name, enter the official name of the exam you are 

taking (e.g., CLEP, ACE) for credit toward that program.  

 

DO I ENTER THE TOTAL TUITION AMOUNT OR THE TUITION AMOUNT PER CREDIT? 

In EdAssist, please enter your total tuition amount for the courses you’re applying for in that application. 

 

WHAT IF I SUBMIT A HIGHER TOTAL TUITION AMOUNT THAN THE PROGRAM LIMIT? 

Your maximum program eligibility is $5,250 based on course start date in a  calendar year.   If you submit an 

application that will exceed your $5,250 eligibility for coursework that beings that calendar year,  you will receive 

an e-mail notification that  your application has been placed in  “Submitted – Incomplete” status and  that you 

must request an amount that does not exceed your allowable cap for that year.  

 

CAN I SUBMIT OTHER FEES FOR REIMBURSEMENT? 

Some fees are not covered under the Norfolk Southern Educational Assistance program.  Refer to the Norfolk 

Southern Educational Assistance Program Document for the education expenses that are eligible for 

reimbursement.  You can find the program document in the EdAssist “My Learning Center” in the “Using Your 

Benefit” section. 

 

HOW DO I SUBMIT TEXT BOOK EXPENSES? 

Once you have completed your course, find your application for that course under “My Dashboard.” Click on the  

application number and locate the “Submit Documents” button in the upper right of your Application Summary. 

You will have an option to upload required documentation of your book expenses including the course syllabus 

and receipts.  
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WHAT IF I RECEIVE A GRANT OR OTHER FINANCIAL AID FROM MY SCHOOL OR OTHER 

SOURCES? 

Employees receiving grants, stipends, tuition discounts and scholarships (e.g., Federal Pell grants, 

Montgomery GI Bill (MGIB) benefits, educational partner grants, alumni discounts, other military 

discounts/benefits) are not eligible for duplicate reimbursement of educational expenses. All financial aid 

will be applied first to any fees deemed ineligible for Educational Assistance reimbursement.  Any 

remaining financial aid will be applied to eligible tuition and fees.  Only the remaining balance of eligible 

expenses, after all financial aid has been applied, will be eligible for Educational Assistance 

reimbursement.   

Financial aid received in the form of student loans will not be deducted from any expenses submitted for 

Educational Assistance reimbursement. All such payments and discounts must be reflected on the same 

application as the coursework to which they were applied. 

 

HOW CAN I CHECK THE STATUS OF MY APPLICATION? 

After entering your application details, you will be notified by email that your application has been successfully 

submitted.  You’re also encouraged to monitor the status of your application online at EdAssist on the “My 

Dashboard” page. 

 

MY APPLICATION WAS DENIED.  HOW DO I RESUBMIT IT?   

Applications cannot be corrected or changed if they are denied. A new application must be submitted. When an 
application is denied, you may see a comment within the email notification that your supervisor has added. 
Information regarding your denied application can also be found in the Eligibility Event History table on your 
application.  

 

HOW DO I CORRECT INFORMATION IN  AN APPLICATION? 

You may need to  drop, withdraw, change, or reschedule a course that you originally submitted on your 

application.  Select the appropriate application from the “My Application History” table on your Dashboard.  You 

will be able to edit the application if it is in one of the following statuses:  

 “Saved - Not Submitted” 

 “Submitted - Incomplete” 

 “Submitted - Pending Review”   

For applications in any other status, if the information originally submitted on your application changes because 

you drop, withdraw, or reschedule a course, you can cancel your application by clicking the application number on 

“My Application History” on your Dashboard and following the instructions under “Cancel Application”.  
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For all other types of changes you must notify EdAssist immediately by contacting a Customer Service 

Representative at 877-348-0759 or by submitting a new ticket under Contact Us in the EdAssist system for 

instructions on next steps.  

 
 

IS THERE A MINIMUM GRADE REQUIREMENT? 

Yes, you must receive a final grade of B or higher for graduate work and a final grade of C or higher for 
undergraduate work. If  the school only provides a grade of 'Pass' or 'Fail', the course will be reimbursed for a 
passing grade, provided the school has granted college credit for the course.  

Within 60 days of your course end date, you must submit a copy of your official grade report to EdAssist. 

 

HOW DO I UPLOAD GRADES AND RECEIPTS? 

Upload documents directly to an application by clicking the application number on your Task List or My Application 

History on your Dashboard.  When uploading grades you will be asked to select the grade you received.  Be sure 

the grade you select matches the grade listed on the uploaded grade report.   

Upon successful upload, you will be able to view the documents attached to the application in the “Supporting 

Documentation” section of the Application Summary page.  

 

HOW DO I REQUEST REIMBURSEMENT FOR MY COURSE/TERM CHARGES? 

Within 60 days of your course end date, official documentation of your grades and itemized charges for your 
course/session including proof of payment must be submitted.  

 
Receipts must include a breakdown of tuition costs, related fees and all financial reimbursement received, 
including loans, grants, scholarships and other gifts. You can receive reimbursement for loans, as loans must be 
repaid by the employee; however, any grants, scholarships and gifts received will be deducted from the eligible 
reimbursement amount.   
 
Documentation must itemize the costs of the course(s) to be reimbursed. If an itemized receipt is not available, 
you must provide documentation from the school outlining the cost per credit hour. Acceptable proof of payment 
includes copy of a paid receipt, itemized tuition bill, official deferment letter or notice from the school 
acknowledging tuition payment. Copies of invoices showing balance due, copies of cancelled checks or notes 
indicating tuition fee schedules are not acceptable.  

 

HOW SOON WILL MY REIMBURSEMENT REQUEST BE PROCESSED? 

EdAssist will audit and process your reimbursement application within five days of receipt of the required 

documentation. You will receive an email notification that your application has been processed for payment and 

will receive reimbursement through your regular payroll process within the next two pay periods.  
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HOW WILL I RECEIVE MY REIMBURSEMENT? 

You will receive reimbursement through your regular payroll process within two pay periods.  

 

UNDER WHAT CIRCUMSTANCES WOULD I BE REQUIRED TO REPAY REIMBURSEMENT THAT  

RECEIVED FROM THE EDUCATIONAL ASSISTANCE PROGRAM? 

Consistent with the terms of the Application Repayment Agreement, which is signed as part of the 
application process,  you would become disqualified from receiving approved but unpaid reimbursements 
and would be required to repay reimbursements received for coursework started in the previous 12 
months under the following circumstances: 

1. The employee separates from employment with Norfolk Southern; 
2. An agreement employee receives formal discipline; 
3. A non-agreement employee’s job performance becomes, in their supervisor’s judgment, less 

than satisfactory; or 
4. The employee otherwise becomes ineligible for reimbursement. 

 

WILL MY TUITION REIMBURSEMENT BE TAXED? 

Federal income-tax withholding or other employment taxes do not apply annually to up to $5,250 of 
Norfolk Southern’s reimbursement of an employee’s educational costs.  

 

IF I AM REIMBURSED FOR MORE THAN $5,250 IN ONE YEAR, WILL THE AMOUNT OVER 

THE ANNUAL CAP BE TAXED?  

Yes.  Norfolk Southern’s reimbursement to an employee of an amount in excess of $5,250 in a given year is taxable 

income to the employee.  Following is an example of how this could occur:   

A participant is approved for $5,250 of coursework that will begin in 2017 – the cap for program eligibility per year.  

This participant successfully completes coursework in 2017 totalling $4,500 of her $5,250 approved eligibility.  She 

begins a $750 course (the balance of her $5,250) in November 2017, and completes that course in February 2018.  

She is reimbursed for that $750 course in March 2018.  This participant is approved for another annual program 

benefit of $5,250 for coursework that will start in 2018.  She completes all coursework and is reimbursed for that 

$5,250 in 2018.  Her total reimbursement in 2018 was $6,000, which is $750 over the IRS cap for the 2018 tax year.  

Accordingly, under the Educational Assistance program, $5,250 will not be taxed; however, $750 will be taxable 

income to the participant in 2018.   

Eligibility will never exceed $5,250 in a calendar year.  This example highlights how taxation could be impacted 

based on the timing of reimbursement for your eligible coursework.   

 


