Tuition Reimbursement

Tuition Reimbursement is on a first come/first serve basis until the allocated funds are
no longer available. Reimbursement occurs when the course is finished.

The rate of reimbursement is 60% of tuition cost for full time teachers. All
reimbursements are prorated for any staff member who does not work full time.

The 60% reimbursement does not include books, fees, etc.

Make sure your tuition reimbursement request form has received the Superintendent’s
approval before you register for your class.

If you begin a class prior to receiving the approved P.O., you will not be reimbursed
for the class.

The process for Tuition Reimbursement approval is:

1.
2.
3.

Submit the Staff Tuition Reimbursement Form (each course) to your building Principal.
The paperwork then goes to the Superintendent’s office.

The Superintendent will approve and forward it to the Treasurer to verify the funds are
available and that you have not gone over your allotted number of hours.

The form is given to Accounts Payable to create a requisition.

5. Once the purchase order is completed for the course and you will receive a copy of your

tuition reimbursement form via email with the approved Purchase Order #.

In order to be reimbursed for vour course, you must complete the following steps:

v Submit your grade of B or better or pass in a pass/fail course,

v" Provide a copy of your proof of tuition payment and a signed PO to initiate
payment.

v' Reimbursement is via direct deposit on paystub.



Tuition Reimbursement

1. Edison Local School District website - https://www.edisonchargers.org/
2. Click on Staff Tab

3. Under Staff Forms: Staff Tuition Reimbursement Form
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Tuition Reimbursement

E D ’ s 0 N Request for Tuition Reimbursement

Article XXVI Master Agreement

Name of Applicant: Date Submitted:

Building Assignment: Teaching Assignment:

Area(s) of Certification/Licensure: Deaf education, Intervention specialist:

GUIDELINES FOR TUITION REIMBURSEMENT (Article XXVI Master Agreement)

. Prior approval from the Superintendent must be received prior to the first day of the course. It is the teacher’s responsibility to verify

the approval before the first day of class.

. Applicant must successfully complete the course in order to qualify for tuition reimbursement. Successfully complete is defined as a “B” or better or Pass
in Pass/ Fail courses as a final grade. Coursework must be taken from a college/university accredited college/university.

. Reimbursement will be made for undergraduate and graduate courses which fall into one or more of the following categories: (a) courses directly related
to the employee’s teaching assignment; (b) courses related to area of certification listed on the individual’s teaching certificate; (c) coursework approved
by the Superintendent; and (d) other coursework that may lead to educational degree or additional certification/licensure.

. Teachers who take courses at the Board’s expense that will lead to additional certification/licensure will be required to teach in the district one (1) year
beyond the completion of the course(s) or they will be required to reimburse the Board for any money that they have received the previous year for the
course(s).

. The maximum number of hours an employee shall be reimbursed per fiscal year will be nine (9) semester hours/twelve (12) quarter hours.

. The maximum reimbursement for coursework will be 60% of the cost of tuition.

. Reimbursement shall be based on a “first come-first served” basis determined by the date of application for reimbursement.

. Upon the completion of a course, the applicant should forward a copy of a signed purchase order, the grade report and the paid tuition receipt to the

Treasurer's Office.

. Payment will be made within four (4) weeks via payroll (as a non-taxable reimbursement)
Number and Course Title: First/Last Day:
Hours (Indicate Qtr/Sem): Course Cost:

OFFICE USE ONLY:
D Directly related to teaching position

Related to additional certification/licensure PO #:

Related to area of certification/licensure
Reimbursement Amount:

O
O
|:| Course qualify under CCP
0

Other, explain:

Principal’s Signature: Date: |:| Approved |:| Disapproved

Superintendent’s Signature: Date: D Approved |:| Disapproved




Tuition Reimbursement

e |f a teacher is taking CCP courses they need to mark the box on the form "Course
qualify under CCP", in order to be reimbursed for 100% of course the cost.

E D ’ s o N Request for Tuition Reimbursement

Article XXVI Master Agreement

Name of Applicant: Date Submitted:

Building Assignment: Teaching Assignment:

Area(s) of Certification/Licensure: Deaf education, Intervention specialist:

GUIDELINES FOR TUITION REIMBURSEMENT (Article XXVI Master Agreement)

. Prior approval from the Superintendent must be received prior to the first day of the course. It is the teacher’s responsibility to verify

the approval before the first day of class.

. Applicant must successfully complete the course in order to qualify for tuition reimbursement. Successfully complete is defined as a “B” or better or Pass
in Pass/ Fail courses as a final grade. Coursework must be taken from a college/university accredited college/university.

. Reimbursement will be made for undergraduate and graduate courses which fall into one or more of the following categories: (a) courses directly related
to the employee’s teaching assignment; (b) courses related to area of certification listed on the individual’s teaching certificate; (c) coursework approved
by the Superintendent; and (d) other coursework that may lead to educational degree or additional certification/licensure.

. Teachers who take courses at the Board’s expense that will lead to additional certification/licensure will be required to teach in the district one (1) year
beyond the completion of the course(s) or they will be required to reimburse the Board for any money that they have received the previous year for the
course(s).

. The maximum number of hours an employee shall be reimbursed per fiscal year will be nine (9) semester hours/twelve (12) quarter hours.

. The maximum reimbursement for coursework will be 60% of the cost of tuition.

. Reimbursement shall be based on a “first come-first served” basis determined by the date of application for reimbursement.

. Upon the completion of a course, the applicant should forward a copy of a signed purchase order, the grade report and the paid tuition receipt to the

Treasurer’s Office.

. Payment will be made within four (4) weeks via payroll (as a non-taxable reimbursement)
Number and Course Title: First/Last Day:
Hours (Indicate Qtr/Sem): Course Cost:

College University Information:

Above Course is: (check which applies)
OFFICE USE ONLY:
D Directly related to teaching position

|:| Related to additional certification/licensure PO #:

[ Rrelated to area of certification/licensure

Reimbursement Amount:
|:| Course qualify under CCP

D Other, explain:

Principal’s Signature: Date: |:| Approved |:| Disapproved

Superintendent’s Signature: Date: D Approved I:l Disapproved




