Continuing Education 

Reimbursement:

The maximum reimbursement rate is limited to the prevailing resident per credit hour tuition rate charged by [NAME OF SCHOOL], their associated fees, and costs for required books.  

The company will reimburse tuition as outlined in the policy for no more than 15 credit hours or equivalent per employee each fiscal year.  

Definition of Coursework:  

Business-related degrees or certificates or individual courses that a manager requires an employee to complete in order to meet performance standards, or degrees or certificates that are part of the development of the current job or for future opportunities within the company.  It is the responsibility of the employee to document the relationship of reimbursed coursework to the company’s business needs.  

Reimbursement Percentages:

Reimbursement payment will be reimbursed 100% of the allowable charges if the semester’s cumulative GPA a 3.49 or higher.  If the semester’s cumulative GPA is within a 3.48 to 3.0 range, 90% will be reimbursed, and 80% will be reimbursed if the semester’s cumulative GPA is within a 2.99 to 2.00 range.  If the semester’s cumulative GPA is below 2.0, no reimbursement will be given.

Benefits from Other Sources:

If the employee is eligible for benefits from other sources such as scholarships or grants, the employee is required to apply those benefits to the education costs prior to being reimbursed by the company.

Application and Approval Process:

To receive tuition reimbursement, employees should follow the procedures listed here:

Employees must secure the approval of their immediate supervisor and HR prior to enrolling in the desired coursework.  An advance notice of (6) months is desired.

The Education Assistance Application should be completed and submitted to the supervisor for approval.  Then, the form should be forwarded to HR for approval.  HR will give the employee a copy of the approved form and maintain the original in the employee’s file for future processing of the reimbursement.  Once this process has occurred and approval is made, the employee may enroll in the approved course.    

Upon completion of the course, the employee should submit receipts and evidence of a passing grade or certification to HR for processing of the reimbursement.  

Upon Separation:  If an employee chooses to leave the Company within (6) months of an education reimbursement, the employee will be required to pay back the said reimbursement in full at the time of the separation.  

