Educational Assistance Program


Effective February 8th, 2007
PURPOSE 

The corporate. Education Assistance Program is a tool for managers to provide corporate employees with financial assistance, for enhancing employee development through college-level academic training and with the opportunity to acquire college credit consistent with their abilities and career aspirations. Corporate recognizes the importance of employees to improve their knowledge and performance in their present job through continuing education. 

POLICY 

General Guideline 

Corporate. provides educational reimbursement, subject to management approval and available department funds, for appropriate college-level academic work. 

Eligibility
All full-time regular corporate employees are eligible to participate in the Educational Assistance Program. 

Employees on a Leave of Absence are not eligible. 

An individual must be a full-time regular employee of Corporate. at the time of enrollment and at the satisfactory completion of the course. Satisfactory completion means that the final class meeting has been held, and a grade of at least one level above passing has been awarded. For undergraduate courses, this requires a minimum grade of a "C". Graduate level courses require a minimum grade of a "B". 

Courses must be taken for a letter grade. Pass/fail and credit/no credit courses will not be reimbursable unless the course is not offered for a grade. In this instance, the course will require prior approval by Human Resources to determine whether reimbursable. 

Employees who voluntarily terminate will not be eligible for reimbursement for classes scheduled or in progress. If an employee terminates within one year of completion of a course(s), then they will be required to reimburse Corporate 50% of the fees incurred in the prior 12 months. 

Education qualifying for reimbursement should not negatively affect job performance due to the increased burden of college coursework. In addition, coursework should be scheduled after normal working hours on a part-time basis. 

Course Criteria 

Educational reimbursement is provided to encourage college-level academic work. Education should be related to the following: 

1. Present job where performance can be improved through acquiring additional knowledge and skills, or; 

2. Preparation for qualification to a higher level job to which the employee might reasonably aspire, or; 

3. Retraining where the requirements of a job have changed or are likely to change, and new knowledge and skills are required to perform the job effectively. 

Employees are encouraged to select the best education program available with consideration given to curricula, geography, academic standards, and costs. It is the joint responsibility of the manager and the Human Resources Department to assist in the selection of an accredited institution. The school must be an accredited university or college. 

Examinations for credit and credit given for work experience are considered a reimbursable expense where degree requirements can be satisfied through skills and knowledge already acquired. 

Correspondence and independent learning courses offered by an accredited college will not be reimbursable. 

Courses taken for audit do not qualify for educational reimbursement. 

Approvals to qualify for the Educational Assistance Program 

The employee must complete and submit an approved Employee Educational Reimbursement Request - Degree and Course Approval Form prior to registering for courses and/or starting any degree program. 

The employee must complete and submit an approved Employee Educational Reimbursement Request - Degree and Course Approval form prior to registering for courses. 

All courses must be approved in advance by two immediate levels of management and the Human Resources Department. Any courses taken without prior approval will not be eligible for reimbursement. 

REIMBURSEMENT 

Reimbursements will be made for normal tuition, textbooks, laboratory and enrollment fees for all approved courses. Fees are based on part-time fee schedules only. Late registration fees are excluded unless it is the result of business travel. Fees for duplicate records or transcripts, and parking are not covered. 

Employees receiving tuition assistance under the G.I. bill, scholarships or other public funds are not eligible for refunds through this program unless tuition exceeds the amount covered through these other sources. In such cases, Corporate will refund the difference between the amount received and the amount allowable through the Educational Assistance Program. 

The approval of a degree program signifies Corporate will reimburse costs for courses that are job-related or career enhancing and other courses required to complete the degree. Reimbursement for unrelated courses will be reimbursed only if required by the degree and a passing grade is received. 

The maximum aggregate reimbursement for employee-elected Educational Assistance is $5,000.00 per calendar year. 

PROCEDURE FOR REIMBURSEMENT 

The employee shall submit the previously completed and approved Employee Educational Reimbursement Request Form - Degree and Course Approval Form along with evidence of satisfactory completion of his/her coursework within 30 days after course completion to his/her manager. 

All receipts for tuition, textbooks, lab fees, etc., should accompany the Employee Educational Reimbursement Request Form. 

A description of the course from the college catalog should also accompany the Employee Educational Reimbursement Request Form. 

The manager will forward the completed Educational Reimbursement Request Form to the Human Resources Department, who will initiate the payment process. Reimbursements will be processed through the payroll department. 

EXCEPTIONS 

Any exceptions to this policy require approval by the appropriate department head and the head of Human Resources. 

EMPLOYEE EDUCATIONAL REIMBURSEMENT REQUEST FORM 

DEGREE AND COURSE APPROVAL 

Employee:______________________________ Dept.:_______________________ 

Job Title:_______________________________ 

DEGREE INFORMATION: 

Field of Study:____________________________________CR. Hrs:____________ 

Name of Degree:_____________________
Expected Completion Date:_________ 

Level of Study:______Graduate______Undergraduate______2 yr. Assoc. 

COURSE APPROVAL: 

Course Title               Course No.       Course Hrs.        Estimated fees 

1.______________  ____________  ____________   _____________ 

2.______________  ____________  ____________   _____________ 

3.______________  ____________  ____________   _____________ 

Term Beginning Date:________________Term Ending Date:_______________ 

SCHOOL: 

Name of School:___________________________________________ 

City and State:___________________________________________ 

SIGNATURES: 
I acknowledge that if I voluntary terminate from Corporate within one year of completing this course(s), I will agree to reimburse the company for 50% of the fees incurred in the prior 12 months. 

Employee:_____________________________ Date:________________ 

Manager:______________________________ Date:________________ 

Human Resources:______________________ Date:________________ 

(H.R. to copy employee after all approvals received.) 

Note: This form must be completed with approvals prior to the course commencing and forwarded to the Human Resources Department.

