TUITION  ASSISTANCE  PROGRAM

(Tuition Reimbursement)

I.
POLICY:

The objective of this program is to encourage Town employees to take course work which will improve their performance in their present positions and/or help prepare them for promotion or transfer to other positions within the Town.  Employees who have applied for reimbursement and who have successfully completed approved courses may have tuition reimbursed, up to the annual reimbursement limit, in accordance with the provisions of this policy.

II.
DEFINITIONS and PROCEDURES:

a. Eligible Employees:  Employees who are on paid education leave for the time during which they are attending classes are not eligible for tuition assistance.  All other full-time and part-time employees who have completed the initial probationary period are eligible for tuition assistance.  

B.  Eligible Courses:  An eligible course is one which will either improve the employee’s ability to perform the present job or help prepare him/her for a job within the Town which will demand a higher or different level of responsibility or level of skill.  Courses must be offered by a college, university, community college, or other school or training academy accredited through recognized agencies.  
In some cases courses are so related to the employee’s current job that the employee’s department may pay for the course outright under its regular training budget. 

Examples of courses eligible for tuition reimbursement:  

-
A Police Officer taking general courses at a 2 or 4 year college, while working toward a degree in Criminal Justice

-
A Bus Driver taking courses at a Community College toward a degree in Criminal Justice

-
A  Sanitation Collector  taking an accounting course

-
A Firefighter taking graduate courses toward a Master’s Degree in Public Administration

Examples of job-related courses often paid through the department’s regular training budget (with approval of the department head or departmental training officer):
-
An Auto Mechanic taking courses in diagnosing and repairing engine problems.

-
A Secretary taking computer courses.

-
A Police Officer taking a course in breathalizer certification

-
A Building Inspector taking a course in plumbing.

-
A Groundskeeper taking G.E.D. courses.

Examples of courses which would not be approved through tuition reimbursement:

-
A course in wastewater treatment (because OWASA, not the Town, provides wastewater treatment services for the community).

-
A course in cosmetology or in sermon preparation, even if taught at an accredited school (because no job with the Town requires hair dressing skills or preaching).

-
A course by H&R Block in tax return preparation (because that is not a course that leads to a financial degree but rather is one for personal interest or for business pursuits).

C. Eligible Expenses: Tuition, registration fees, laboratory fees, and student fees are eligible reimbursement expenses. Books, special equipment, tools, miscellaneous supplies such as pencils and paper, and travel are not reimbursable expenses.

D.  Amount of reimbursement:   Subject to availability of funds, full-time employees may be reimbursed up to $500 each fiscal year (July 1 – June 30) for courses that are completed in that fiscal year.  Part-time employees may be reimbursed up to $250 each fiscal year for courses that are completed that fiscal year. 

E.  Procedure for Reimbursement:

(1) Employees are encouraged to submit copies of receipts for the course and applications for tuition assistance before their selected course begins.  If reimbursement has to be denied due to lack of funding or other reasons, the employee will know before hand that the course is not eligible for reimbursement or funding is not available.   Applications for tuition assistance that are submitted after the course begins may be rejected due to lack of funding or other reasons.

Applications for tuition assistance will not be accepted after June 1 of the fiscal year in which the course will be completed.  If a course begins in one fiscal year and ends in another then reimbursement will be made from funds for the fiscal year in which the course ends. For example, if a course begins June 15, 2001 and ends July 15, 2001, reimbursement will be made from fiscal year 2001-2002 funds.   

(2)  After completion of the course:  submission of grades or other certification of completion to the Human Resources staff, along with a receipt showing actual course costs:



Grading System



Standard required for reimbursement:



A, B, C, D, E, F



C or better for undergraduates B or better for graduates



L (low), P (pass)



P or H

 

H (high)



Satisfactory or



Satisfactory



Unsatisfactory





Credit by Examination

CE

In courses where no grade is given, the employee must provide a written statement from the instructor certifying successful completion of the course.  If the employee is required to take a course for graduation from a degree program and can pass the course by taking an examination, the employee may also be reimbursed for the “credit by examination”.
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