




(c) It must be taken at a local educational institution, such as a high school,
college or university,or a technical, vocational, trade or business school.

(1) In cases where local classroom instruction is not available and/or the
employee's work schedule makes attendance at local classroom
instruction unfeasible or impractical, courses offered by an accredited
correspondenceschool or internet web based program may be approved.

(d) The local educational institution conducting the coursework must be
accreditedby one or more of the following:

(1) American EducationalCouncil;

(2)

(3)

(4)

(5)

CaliforniaDepartmentof Education;

Engineers Council for ProfessionalDevelopment;

Western Colleges Association;and

American Bar Association.

2. Exclusions -- The following types of coursework are not eligible for reimbursement
under this policy:

(a) Remedial and other non-credit courses

(b) Continuing education that is required to maintain a certificationor license

(c) Postgraduatecourse\Vork,such as a doctoral or second master's program. The
single exception occurs in the unique circumstancewhere:

(1) the class specification for a job in an employee's direct City career path
sets forth a specific educationalrequirement; and

(2) the employee will not be eligible to compete for that job unless s/he
completes the educational requirement in question.

V: Procedures

A. Application

1. The employee must complete Part One of the Tuition Reimbursement Request
Form, which may be obtained from the Human Resources Department.

(a) The completed Tuition Reimbursement Request Form must be submitted
prior to the beginningof each school semesteror quarter.

(b) The completed Tuition Reimbursement Request Form shall be submitted to
the employee'simmediate supervisor,then routed to the departmenthead.

2. The department head will make appropriate recommendations and forward the
Tuition ReimbursementRequest Form to the Director of Human Resources.
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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 reimbursementunder this policy. The decision criteria will include,
but may not be limited to:

(a) The employee's eligibility

(b) The employee'swork and academicperformance

(c) The employee's length of service and previous educationalbackground

(d) The potential benefit of the proposed courseworkto the City.

(e) Courseworkeligibility;and

(f) The departmenthead's approval.

B. Reimbursement

1. 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) Transportationand parking costs;

(2) Supplies,tools,notebooks,paper,forms,pens,pencils,etc; .

(3)

(4)

(5) Individualphotocopy cost;

(6) Non-resident tuition fees; and

(7) Out-of-classcourse activitycosts

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

Procedure:

Registrationfees, applicationand transcript fees, etc.

Graduationand related fees;

2.

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

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

(2) The Form must be accompanied by eyidence that the coursework has
been satisfactorily completed with a grade of "C" or. better, and by
receipts showingthe 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
circumstancesthat were beyond the employee'scontrol.
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