
   


   Town of Chapel Hill


 
Tuition Assistance Application Form
	  Application Date: ____________________            Department: ___________________
  Last Name: ___________________________              First Name: ______________________
  Hire Date: _____________________________              SS#: ____________________________  
  Status: Job Title ________________________              Full Time ______  Part-Time _______

  Work Phone: ___________________________ 
  Purpose:  Improved Job Skills _____  Credit only _____  Certificate _____  Degree ______ 

  Name of School or University: ____________________________________________________
  Explain how this course(s) will assist you in your career goals: ___________________             
  _____________________________________________________________ 
  _____________________________________________________________
  _____________________________________________________________

  _____________________________________________________________



	Course Title
	Credits or Hours 
	Class Start Date
	Class End Date
	Costs:  (registration, tuition, and/or lab fees)

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	Total
	
	
	
	


I understand that if my application and course reimbursement is approved, the Town of Chapel                           Hill will reimburse the allowable costs up to the maximum amounts allowed per fiscal year (July 1-June 30) as stated in the Tuition Assistance Program policy.  I agree that in order to be reimbursed at the end of the course I must obtain a passing grade in accordance with the policy and submit a copy of my grades and receipt for payment.  Additionally, I also understand that should I leave the Town’s employment within six months of being reimbursed for the above course(s), I must repay the Town the amount of the reimbursement.
Applicant’s Signature: ______________________________________    Date: _____________ 
Department Head Approval: _________________________________   Date: _____________

Human Resources Approval: _________________________________   Date: _____________
Tuition Assistance Policy Summary
Purpose:  To encourage employees to take course work which will help them to improve their job performance in current or future positions. 

Benefit:  Full time employees may be reimbursed up to $500 each fiscal year (July 1-June 30).  Part-time employees may be reimbursed up to $250 per fiscal year.  Reimbursement will be provided upon documentation of successful completion of the course and a passing grade.
Eligibility:
A. Employee Status:  All full and part time employees who have completed the probation period are eligible for financial assistance under the program.

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

C. Courses:  An acceptable course is one which will either improve your ability to perform your present job or help prepare you for a future job with the Town where a higher level of responsibility and/or skill will be required.

D. Successful Course Completion:  In order to qualify for the allowable refund of education cost, you must successfully complete and pass the course with an achievement rating of:  A or B or C for undergraduate students and A or B for graduate students.  Where other grading systems are used; the grades of Pass, High, Satisfactory, or Credit by examination are also acceptable.  In courses where no grade is given you must provide a written statement from the instructor certifying your successful completion of the course.  

Process:

1. Complete an application for assistance and submit it to your department head for review and approval prior to the commencement of the course.  The department head and the employee must both sign the form. 
2. Submit the signed form and receipt for payment to Human Resources for review and retain a copy for your records.

3. Once the course has been completed submit a copy of the signed application form with a copy of the receipt for payment and a copy of the grade received.  The receipt for payment and grade report must include the employee’s name.
4. Human Resources will process your reimbursement and Finance will send you a check for the amount approved.






