Staff members are encouraged to take advantage of courses offered by the various colleges and universities in the area and on the Internet.   The Director, whenever possible, will try to arrange schedules so that staff members desiring to continue their education may be able to do so, if it is pertinent to their jobs.  

A leave of absence without pay for college and library school study will be granted whenever possible.  An applicant must be a full-time employee who has worked at least one year for the Library at the time the leave is granted.  Leaves of absence do not exceed one year in length.    Application for a leave of absence must be made to the Director and approved by the Board.

Educational Reimbursement Policy:  Approval of requests for reimbursement shall be subject to the availability of funds in the library’s budget and shall be awarded solely at the discretion of the Board.  

The Board may elect to reimburse staff members for any technical school, college, or university courses that will significantly improve job performance.

Policy for tuition reimbursement for employees pursuing an ALA-accredited Masters Degree in Library and /or Information Science:

1. The employee must be full-time.

2. The employee must have a bachelor’s degree.

3. The employee must have worked for the Library for at least one year prior to taking courses for which reimbursement is requested.   
4. The employee shall have demonstrated a high level of competency in his/her current position with a reasonable expectation that he/she will take on added responsibilities after completion of the degree. 

5. The employee agrees to work for the Library for two years after the completion of any course for which tuition reimbursement was received or repay the amount of reimbursement to the library.

6. Reimbursement will be made up to 50% of the course costs, with said reimbursement not to exceed $120 per quarter hour or $175 per semester hour.

7. Application for tuition reimbursement must be made in writing to the Library Director and approved prior to the start of the course. (See Appendix 2 for application form.)

8. The employee will limit course work to no more than 6 hours per term, unless approved by the Board.  

9. If the employee receives tuition reimbursement from another source, such as a fellowship or grant, for more than 50% of tuition costs, the library’s reimbursement will be reduced by the amount of the grant over 50%.

10. The employee must receive an A or B in a graded course, or pass in a pass/fail course to receive reimbursement.

11. Reimbursement will be made upon receipt of documentation of successful completion of the course.

