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3. The Director of Human Resources or his or her designee will review the Tuition

Reimbursement Request Form and make the final decision whether the expenses
are eligible for reimbursement under this policy. The decision criteria will include,
but may not be limited to:

(a) The employee’s eligibility

(b) The employee's work and academic performance

(¢) The employee’s length of service and previous educational background
(d) The potential benefit of the proposed coursework to the City.

(e) Coursework eligibility; and

(f) The department head’s approval.

B. Reimbursement

L

2,

General Information:

(a) Reimbursement under this policy is limited to tuition expenses incurred for
approved coursework plus books and lab fees. The employee shall be
responsible for all other education expenses including, but not limited to:

(1) Transportation and parking costs;

(2) Supplies, tools, notebooks, paper, forms, pens, pencils, etc;
(3) Registration fees, application and transcript fees, etc.

(4) Graduation and related fees;

(5) Individual photocopy cost;

(6) Non-resident tuition fees; and

(7) Out-of-class course activity costs

(b) The employee is responsible for all personal income tax liability incurred
under the Tuition Reimbursement Program.

Procedure:

(a) Requests for reimbursement must be made within 60 days of course
completion.

(1) The employee will complete Part Two of the approved Tuition
Reimbursement Request Form and submit it to the department head, who
will forward it to the Human Resources Department for approval.

(2) The Form must be accompanied by evidence that the coursework has
been satisfactorily completed with a grade of "C" or better, and by
receipts showing the amount of tuition paid by the employee.
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(a) If an educational institution will allow the employee to defer tuition
payment until after grades are received, the City may provide tuition
reimbursement on the basis of a promissory note approved by the
educational institution.

(b) Providing that all other requirements have been met, tuition
reimbursement may be made for an approved course that was not
satisfactorily completed when, in the judgement of the Director of
Human Resources, the non-completion was due to job-related
circumstances that were beyond the employee's control.






