HR Policy and Procedure No. 401 

Effective July 1, 2005
O. Education Assistance Program 
The City regards professional development for city employees as an important element of its organizational mission. The individual growth of each employee is seen as a contributing factor to the growth of the City. The Education Assistance Program is intended to benefit the City of Glendale and the employee.  

1. Eligible Employees 

· Full-time 40-hour regular status employees who have completed one year with the City. 

· The resignation or discharge of an employee prior to the completion of a course shall automatically terminate the eligibility for education assistance. 

· The lay-off or leave of absence status of an employee shall not alter the eligibility for education assistance if application for assistance was approved, and the approved coursework began prior to the lay-off or leave of absence. 

2. Eligibility Requirements for Education Assistance 

· Academic credit hours are earned for the course(s). 

· The academic institution and program are accredited. 

· Courses are directly job or career field related to a City position that the employee is currently employed or may qualify to hold in the future

· Courses taken to complete a G.E.D. 

· Courses taken for a certification program which result in (or are converted to) college credit. 

· Course work that is required for a degree in a curriculum program and is job-related. 

· Courses taken for an academic grade. (Pass/fail credit may be approved if an academic grade (A-F) is not available.) 

· Undergraduate courses completed with a grade of “C” or better. 

· Graduate courses completed with a grade of “B” or better. 

3. Not eligible for education assistance 

· Part-time, temporary and contractual staff are not eligible to receive tuition assistance.

· Courses mandated by the supervisor or manager. 

· Course work that does not pertain to employee’s current position/career field or potential future job within the City. 

· Courses that are for personal interest, hobbies, games, or sports unless it is directly related to the job position. 

· Courses that were not approved in writing by Human Resources prior to the beginning of the course.

· Audited classes. 

· Courses that are not completed. 

· Courses that fail to meet the grade requirements or result in an incomplete. 

· Courses in which the employee has received financial aid, scholarships, military funding, city department paid classes, or grants (i.e. PELL grants) that do not require repayment. Employees using student loans, which must be repaid, are eligible for tuition assistance. 

· Textbooks, supplies and fees. 

4. Education Assistance Funding 

Tuition (at the State University tuition rate) shall be paid to the extent that it is not paid from other sources. The fiscal year in which the course ends shall determine the year in which the course is eligible for assistance. For example : 

· Courses that end prior to July 1 will be charged to the current fiscal year 

· Courses that end on/after July 1 will be charged to the new fiscal year (July 1–June 30) 

· Only employees classified as full-time (40 hours/week) are eligible for the annual tuition assistance at a maximum amount of $2,500. 

Tuition assistance is available up to the amount that is the current undergraduate hourly rate for Arizona State universities. Employees who attend private educational programs will be eligible only for the hourly rate of Arizona State universities. If employees attend an educational program that is less than the hourly rate of State programs, they will be eligible for the actual hourly tuition rate of the program. For example: 

· Employee attends a State program for 3 hours credit that costs $207 per hour; the employee will be eligible for full reimbursement of $621. 

· Employee attends a private college/university for 3 hours credit that charges $300 per credit hour; the employee is eligible for $621of the $900 cost. If the course is 4 hours credit, the employee is eligible for $828 ($207 x 4). 

· Employee attends a community college that charges $51 per credit hour and takes a class for 3 hours credit; the full $153 tuition is eligible for reimbursement. 

5. Education Assistance Approval Process 

There is an allocated amount of funding for the Educational Assistance Fund in the annual budget as approved by the City Council. Due to the financial limitations of the program, it is required that employees request and receive written approval of classes from Human Resources prior to the begin date of the class. If the request meets the established criteria for educational assistance and program funds are available, funding will be set aside to cover the allowed tuition costs. 

Employees are required to submit an “Application for Education Assistance” form to the Human Resources Department prior to the beginning of the course. This form should be submitted at least two weeks prior to the class start date for processing. This form will be retained on file with Human Resources and the employee will be notified if the request was approved or denied.  If the request form is not submitted to Human Resources prior to the beginning of the course, it will not be eligible for the Education Assistance Program. 

Upon completion of a course, the employee is required to submit the following documents to the Human Resources Department to be eligible for education assistance: 

· Request and Calculation Sheet 

· Receipt for tuition paid 

· Official grade report 

All required documentation for assistance must be submitted to Human Resources within 60 days following the end of the college course to be eligible for education assistance.

If an employee resigns, is terminated, or retires from the City one year or less after the completion date of any courses for which s/he receives educational assistance, the amount received must be reimbursed to the City.  Employees who terminate their employment relationship with the City because of a layoff, disability, or as a result of occupational injuries or illnesses are not subject to this payback provision. A deduction from the final paycheck for the amount of the educational assistance may be taken.  If the employee prefers, they may repay the city with a personal check (for the entire amount of the tuition received during the previous one year period) at the time of separation rather than the deduction from the final paycheck.     

