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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Educational Assistance Policy

The Company employees are encouraged to take advantage of opportunities to expand job-related skills and knowledge in areas that will contribute to improving performance in present or future potential assignments.  The Educational Assistance Policy provides eligible employees with financial assistance for tuition, books, and associated fees by means of reimbursement for a portion of education expenses. The Company will reimburse eligible employees meeting all requirements up to a maximum of $_________ per [calendar/fiscal] year. 

Employee Eligibility Requirements
1. Minimum one year of continuous Company service;
2. Be in good standing by maintaining an acceptable performance, attendance and conduct record; 
3. Description of courses/training/seminars in which the employee wishes to enroll;
4. Applicability of the degree to the job and/or future positions in the organization; and
5. Statement from the employee regarding purpose, intentions and personal commitment.

Coursework Eligibility Factors
1. Nature and purpose of the course of study;
2. Benefits to be derived by the employee and the Company;
3. Length of service;
4. Estimated cost; and
5. Any potential lost time or productivity while the employee participates in the program.

Approved Educational Resources
Courses are required to be taken through:
1. Accredited schools, colleges and universities;
2. Providers of coursework toward a high school diploma or equivalency certificate;
3. Correspondence or online university extension providers; or
4. Other providers resulting in a professional certification as defined by federal guidelines.

Requests for Approval
Employees are responsible to obtain approval for this benefit from their supervisor and the Training Department a minimum of thirty calendar days prior to enrollment or registration.

Prepay Exceptions
The Company reserves the right to arrange prepayment for coursework when coursework is required as part of a performance development plan or mandated by the Company as a condition of employment.

Prepay Default
You will be considered in default of this policy and required to reimburse the Company through payroll deduction for the prepaid amount under any of the following conditions:
1. Failure to meet the grade requirement;
2. Failure to complete the class including early withdrawal or class “drop”;
3. Failure to attend the program resulting in a status of “Incomplete” or no receipt of “Certificate of Completion”; or
4. Separation from the Company [voluntary or involuntary] within one year of date of prepayment.

Reimbursement
Reimbursable educational expenses include tuition, required books, and associated fees as approved up to the maximum annual budgeted limit per eligible employee.

Grade Requirements for Reimbursement
Undergraduate Coursework = minimum grade of “C”
Graduate Coursework = minimum grade of “B”	
Note:  This is a taxable benefit at the graduate level.

If no grade is given for a course, a certificate or letter from the educational resource indicating satisfactory completion is required.

No reimbursement will be made for a grade lower than a “C” for undergraduate coursework or a “B” for graduate coursework.  Approved employees receiving educational assistance from outside sources, such as the Veteran’s Administration or scholarships, may also receive reimbursement from the Company.  However, the Company portion may not make the total exceed 100% of the reimbursable cost.

Employees seeking reimbursement are required to initiate the process within 14 calendar days of course completion by submitting a copy of their certified transcript or certificate along with all original educational expense receipts.

Tax Liability
Employees are fully responsible for any tax liability incurred as a result of these benefits being treated as taxable income to the employee at any time.  If the course of study falls under a taxable category as defined in the Internal Revenue Code, the Company is required by law to withhold federal income taxes for these tuition assistance benefits.
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