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The Tuition Reimbursement program is designed to offer encouragement to those personnel who wish to obtain additional training that will increase competency in a position currently held or who wish to become eligible for advancement.

POLICY: Under this policy an employee pursing an ALA-accredited Masters Degree in Library/Information Science or for courses offered by technical institutes, trade schools, accredited colleges and universities; credit courses delivered by correspondence, television or online.  Course work must directly apply to the employee’s existing position.  The Library Director is responsible for reviewing and deciding on the eligibility of the intended course.  Only those courses for which credit hours can be earned are acceptable.  
Tuition reimbursement will be eligible for reimbursement for the cost of tuition, laboratory fees and books to a maximum of $2,000 annually for full time employees. Reimbursements will be made to the extent that funds are available and budgeted for the purpose and if all eligibility and procedural requirements are met.
Eligibility:

A. Employees

1. The tuition reimbursement program is available to Full-time Hourly Employees who have successfully completed one (1) year of employment with the library prior to the date when the course begins.  The tuition reimbursement program is not available to library pages, substitute employees or temporary employees. Length of employment as a library page, substitute employee or temporary employee is not calculated for the purposes of eligibility for tuition reimbursement.

2. Tuition reimbursement will not be available for courses reimbursable from other non-library educational assistance programs.
3. Lay-off or a non-course-related leave of absence granted to an employee after enrollment
in an approved course will not alter eligibility for tuition reimbursement.

4. The resignation or discharge of an employee automatically terminates eligibility for benefits under the policy.

5. Employees who leave CFPL within two (2) years of completion of a course for which they received tuition reimbursement must pay back all the tuition reimbursement funds.
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B Courses

1. Tuition reimbursement will be given for courses offered by technical institutes, trade schools, accredited colleges and universities; credit courses delivered by correspondence, television or online are also eligible.  Only those trade courses for which credit hours can be earned are acceptable.

2. Reimbursement is not provided for audited courses, nor for workshops, seminars or classes offered for CEU credits under this plan.   

3. There must be substantial justification that the course will contribute to the employee’s career development within the library.  The determination as to whether the course is substantially justified will rest with the Library Director.

4. When possible, course attendance should be on the employee’s own time, and should not interfere with the employee’s regular job.  

C Approval
1. Course approval must be granted in advance of enrollment, by the employee’s supervisor(s) and the Library Director in writing.
2.  Each course must be approved individually.

D. Reimbursement

Reimbursement for tuition, laboratory fees, and books, up to a maximum of $2,000 annually for full time employees if the course is successfully completed and if, within sixty (60) days of its completion, the employee submits:
1. Evidence of successful course completion of the coursework of a “C” grade or better.
2. Adequate receipts for the cost of the tuition, laboratory fees and books are submitted to the Library Director.  
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Procedure

A. When an employee wants to participate in the tuition reimbursement plan, a Tuition Reimbursement Application should be submitted to the immediate supervisor who will forward the application to the Director.
B.  The employee should discuss educational plans with the immediate supervisor to determine

      whether eligibility will be recognized under this policy.

C.  A separate application must be completed and approved for each course.

D. All records will become part of the employee’s personnel file.

E. In determining whether to approve a request for educational reimbursement, the Director will consider the following factors:

· The nature and purpose for the course of study.

· The benefits to be derived by the employee and the library.

· The level of responsibility and the length of service of the employee.

· The estimated cost.

· The amount available in the budget annually

· The order in which applications are submitted

