Effective January 19, 2010
Tuition Reimbursement


In support of its core values, the Delaware County District Library may pay for all or part of an employee’s tuition for formal education.  All requests are evaluated on an individual basis and are subject to final approval by the Board.  Eligibility for tuition reimbursement includes the following:

· Relevancy to the applicant’s current or future employment with the library
· The availability of funds

· The number of other applicants for tuition reimbursement
· The applicant’s employment status, position and work record.  Employees requesting tuition reimbursement must been employed by the library for at least 12 continuous months.
· Employee must be employed at the Library upon completion of course to receive tuition reimbursement.
· Receipt of a grade of at least a “B” or its equivalent
Employees receiving tuition assistance must attend classes on their own time.

All requests for tuition reimbursement must be submitted in writing to the Director upon completion of the course.  Requests should include the course title, a brief description of its content, the name of the school at which the course was taken, proof of payment of tuition and proof of final grade within six (6) months of the completion of the class.

An employee may request prior approval for tuition reimbursement, contingent upon meeting the requirements listed above.  The request should be in writing to the Director and submitted at least one month before the course commences.

An employee who is enrolled in an ALA accredited Master of Library and Information Science program will be reimbursed for tuition, providing the above eligibility criteria have been met.  Reimbursement for a Master’s Degree in

Library and Information Science (MLIS) will supersede all other tuition reimbursement requests. The amount of tuition reimbursed for a degree in Library and Information Science will not exceed the cost of the minimum number of hours required to complete the program.

If an employee voluntarily resigns, retires or is terminated for cause from the Library and is currently receiving tuition reimbursement, he may be asked to repay his tuition reimbursement based on the following schedule:

· 100% repayment of tuition reimbursement if employee is no long employed by the Library within one (1) year of receiving the reimbursement; 

· 50% of tuition reimbursement if employee is no longer employed by the Library one (1) or more years but less than three (3) years of receiving reimbursement; 

· 0% repayment of tuition reimbursement is the employment is employed three (3) or more years after receiving reimbursement

The employee will have thirty (30) days following termination under these terms to make full and final payment.

The Library Board reserves the right to pursue any legal remedies necessary if the above conditions are not met.

