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Policy and Procedures for Tuition Reimbursement of Faculty

1.   Policy.  Members of the certificated unit who meet the requirements established in Article 23

     of the Certificatted Agreement may receive tuition reimbursement.  A maximum of $2,000 not

     to exceed 50% of the tuition during any one academic year is allowable.  Special provisions

     may be approved for District directed retraining.

2.   Application.  An application for tuition reimbursement may be obtained from the President’s

      office of Staff Development, Ext 2491 at the District offices.

     Complete and return the application prior to course enrollment date.  Applications will be

     considered in the order received until the tuition fund ($50,000 per fiscal year) is exhausted.

     A request for professional growth must be recommended by the applicant’s College President

     and approved by the Committee on Tuition Reimbursement prior to enrollment.  Applicants 

     will be notified of the action taken.

3.   Change of Program.  An amended application is required if it is necessary to substitute or

      change a course for which approval has been granted.  The amended application will be sent

      to the Committee on Tuition Reimbursement for approval or denial.

4.   Completing Study.  Applicants approved for tuition reimbursement will receive Form C993 to submit upon successful completion of the study.  Employees who have completed coursework in an accredited college or university should attach the university fee bill and official transcripts, or grade reports with the seal and/or signature of the Registrar.  Photocopies or student copies of transcripts without the seal are unacceptable.

Applicants who have attended workshops, seminars, institutes or organized activities other than for  university credit, should attach an authorized receipt and attendance verification from the sponsoring organization, school, or agency.

If eligible, salary point credit will be determined and recorded in accordance with Personnel Guide B330.

Verification of the completed sudy will be submitted by the Office of Personnel Operations to the Disbursements Branch for reimbursement of the authorized amount.

Additional forms or information for obtaining tuition reimbursement may be requested from the Staff Development Unit, Office of Personnel Operations, Ext. 2491.

