28.  Pursuit of Advanced Degree
TUITION REIMBURSEMENT 
1. Fulltime and part-time employees with regular hours who have completed twelve (12) months of continuous service with the Library are eligible to apply for tuition reimbursement. Pages, substitutes, and temporary employees are not eligible for the program.

2. Tuition reimbursement will be provided only for courses of study which the Library Director determines are directly related to the employee’s present job or which will enhance the employee’s potential for advancement to a position within the Library. The courses or programs must be offered by accredited institutions of learning.

3. In order to guarantee reimbursement of educational costs, requests for educational assistance must be approved by the Library Director prior to enrollment.

4. The amount of assistance paid by the Library shall be 75% of the cost of tuition, textbooks, and registration for fulltime employees, and 50% of the same for part-time employees. All other fees and transportation will be the responsibility of the employee.

5. Paid assistance shall not exceed $2,000 for any one employee in any one calendar year.

6. Every effort will be made to schedule working hours to enable employees to pursue advanced and continuing education. However, it is expected that educational activities will not interfere with the employee’s work. Unsatisfactory job performance during enrollment may result in forfeiture of reimbursement and/or other disciplinary action.

7. Reimbursement of tuition will be made after the completion of the approved course and with proof of satisfactory performance (grade B or better, or a “pass” in a pass/fail course) and receipt of payment to the academic institution.        

8. An employee who is dismissed during enrollment because of a reduction in force or elimination of the job, or who is unable to complete the course because of transfer within the Library, will be reimbursed for the full amount of the costs incurred up to the date of dismissal or transfer.  An employee who voluntarily leaves the library or is dismissed for reasons other than those listed above prior to completing a course will not be reimbursed for the expenses associated with the course.

9. If the employee leaves the Library voluntarily or is dismissed for cause within one year of completion of the course, the employee must repay the full amount reimbursed by the Library for educational assistance.

10. Participation in the tuition reimbursement program does not alter the employee’s current or future job status or compensation with the Library. Employees who have completed a course of study will be considered for promotion, along with other qualified candidates, if and when they apply for a vacant position.
