


Education Assistance Program
[Company Name] supports the career development of its employees by offering education assistance for courses and training that will maintain or improve job skills related to an employee’s employment with the company, or that would otherwise benefit the company.   
Eligibility
All regular, full-time employees are eligible for education assistance under this program, subject to management approval.  Employees must have received a satisfactory rating on performance evaluations and have not been disciplined for performance or other reasons in the 12 months prior to requesting education assistance.  Employees must be “active” at the time they request, enroll, and start in an approved course or training, meaning they are not on a leave of absence that makes them ineligible for benefits.  
Eligible Courses and Training
To be eligible for reimbursement, the education sought must be geared toward maintaining or improving current job skills related to the employee’s employment with the company.
Educational opportunities must be provided through an accredited institution of advanced learning, including, but not limited to, colleges, community colleges, universities, technical schools, licensed and accredited correspondence schools, and industry-recognized training and certification entities.  Correspondence courses or online courses will be considered for assistance only from accredited academic institutions and only when they are determined to be equivalent or superior to comparable resident instruction.  Courses or training involving sports, games, or hobbies are not eligible, unless these courses have a reasonable relationship to the employer's business or are required as part of a degree program.
With respect to degree or certificate programs, the company will approve courses required for a degree or certification program on a course-by-course basis for only one quarter or semester at a time.  In no instance will a commitment be made for a degree or certificate program beyond one quarter or semester.
Reimbursable Expenses
Eligible employees may receive financial contributions for approved education reimbursement up to $5,250 per calendar year. [EMPLOYERS CAN PROVIDE REIMBURSEMENT TAX-FREE FOR UP TO $5,250 PER YEAR; ANY AMOUNT OVER $5,250 WILL BE TAXABLE.]
Eligible employees who receive financial assistance from outside sources (scholarships, grants, GI Bill, fellowships, stipends, etc.) are eligible for educational assistance only if the cost of the courses or training exceed the amount of the outside assistance received.  In such cases, the company will reimburse 100% of the difference for qualifying expenses, up to the total dollar amount noted above.  Employees must fully and accurately disclose to the company all assistance from outside sources received.  Employees must also disclose if they have received any education assistance from another employer during the same calendar year.  Violations of this policy are subject to discipline, up to and including termination of employment, and immediate termination of eligibility for education assistance under this program.
Education assistance reimbursements are available only for ”qualified” expenses related to an approved activity, including the cost of books, fees, supplies, and tuition, as determined at the sole discretion of the company.  Lab fees associated with an approved course or training are generally reimbursable; school supplies that are not expressly required for an approved course or training generally are not.  The cost of parking, travel, meals lodging, or other expenses related to an approved course or training also are not reimbursable.  Tools or supplies, aside from textbooks, that an employee is allowed to keep after completing the course or training also are not reimbursable.
Reimbursements provided under this program may be subject to state and federal taxes.  Tax obligations are the sole responsibility of employees receiving reimbursements.
As a condition of receiving education assistance reimbursements under this program, an employee must agree to the following:
Education assistance activities must be pre-approved, in accordance with the Approval Process. 
While participating in approved education assistance activities, employees are expected to continuously meet the performance standards outlined within their job descriptions, performance evaluations, and by their managers.  Unless an alternative work schedule has been approved, employees will be subject to the company’s scheduling demands, regardless of any existing course or training scheduling requirements.
Employees must complete the approved course or training with a passing grade (at least a “C” or its equivalent).  
Once the approved course or training is complete, employees must present the contents of the training program and discuss the benefits of the program, if requested by the company.
Employees must submit the required documentation for reimbursement within the established timeframes, in accordance with the Reimbursement Process.
Employees who voluntarily terminate their employment with the company less than one year after receiving an education assistance reimbursement, must repay the company a pro-rata portion of any education assistance reimbursements received during the 12-month period preceding the employee’s last day of employment.  For example, if the last education reimbursement you receive was six months prior to your separation date, you will be responsible for repaying 50% of the total education reimbursements you received in the 12 months prior to your separation date.  This repayment requirement does not apply in situations when an employee’s position is eliminated.  
Termination of Eligibility
Employees are no longer eligible for education assistance reimbursement upon termination of employment or if the performance becomes unsatisfactory.
Termination of employment.  No reimbursement will be provided to former employees, to employees who have given notice of resignation, or to employees who have been notified that they will be involuntarily terminated.  This excludes situations where an employee’s job is being eliminated.  In those cases, the employee will be eligible for education assistance reimbursement for any approved course or training that is in session at the time of the job elimination if the employee submits proof of satisfactory completion within six months of his or her last day of employment.  An employee whose job is eliminated is ineligible for education assistance reimbursement for courses or training enrolled in after the employee has received notice of job elimination.
Unsatisfactory performance.  If an employee receives an unsatisfactory performance rating or is disciplined for any reason while participating in an approved course or training, the employee may complete any course or training that is in session at the time of the performance issue, but will not be eligible for assistance again until the employee’s performance returns to a satisfactory level, as determined in the company’s sole discretion, for at least 12 months.
Approval Process
To be eligible for reimbursement, employees must submit an education assistance request to [INSERT CONTACT] at least 30 days before the desired start date of the course or training.  Requests must include the name and location of the provider, an official description of the course or training, including the specific topics to be covered, the start date, and the date by which the employee must register or enroll in the course or training.  All requests will be reviewed and approved by [INSERT JOB TITLE], at their sole and exclusive discretion.  
Generally, employees should submit their education assistance request before enrolling in a course or training and paying for all related costs.  The company typically will not approve education assistance requests for courses or training that begins more than 14 days prior to submission of a related education assistance request.  At the company’s sole discretion, an employee may be provided an advance to assist with the initial payment for qualifying expenses. 
Approval of a course or training does not obligate the company to approve further or continued courses or training in the same course of study.  Approval of an educational assistance request in no way alters the at-will nature of employment with the company, and is not a commitment regarding continued employment, job change, transfer, promotion, or increased or additional compensation upon completion of any approved activities. 
Reimbursement Process
To qualify for and receive a training reimbursement, employees must submit evidence of satisfactory completion of the approved course or training and a statement/receipt reflecting the amount of qualifying expenses that have been paid for by the employee, such as a receipt of payment for tuition, and a statement/award notice for all outside assistance received.  Paperwork must be submitted to [JOB TITLE] within 30 days of completing the course, or training, or receiving the final grade, whichever is later.
The company will issue a reimbursement payment to an employee within 30 days of the approval of a reimbursement request.  This payment will be considered an advance or loan.  If the employee remains employed by the company for 12 months following the approval of the reimbursement request, this loan will be forgiven in full.  However, if the employee does not remain employed by the company for 12 months following the approval of the reimbursement request, only a pro rata portion of the loan will be forgiven, based on the length of time the employee remains employed, and the employee must repay the remaining portion of the loan. For example, if the reimbursement request was approved six months prior to the employee’s separation date, 50% of the loan will be forgiven, and the employee will be responsible for repaying 50% of the loan.

This policy does not modify the at-will nature of employment at the Company, or create an employment contract, warranty of benefits, or promise of specific treatment in any given situation.  We may change, suspend, or terminate this program without prior notice to employees.  We also maintain the right to interpret this policy and to deviate from it when we determine it is appropriate to do so.
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