[image: image1.png]



[image: image2.png]


    

       Human Resources
TO:

ALL CERTIFICATED STAFF
FROM:
Human Resources

RE:

TUITION REIMBURSEMENT

The process and allocation for tuition reimbursement follows the guidelines below:

Certificated staff:  
· tenured as of September 2 are eligible for 3 graduate courses for a total of  9 credits from July 1st through June 30th 
· non tenured as of September 2 are eligible for 1 graduate course for a total of 3 credits from July 1st through June 30th 
Payment is based on the cost of course credit tuition only, and shall not exceed NJ State College tuition rates.  

The tuition reimbursement rate is based on a percentage sharing arrangement as noted in the TEAM Agreement
The process for tuition reimbursement will be as follows:

1. Course approval MUST be obtained prior to the start of the course.  
If course is not approved prior to enrollment, the approval will not be granted to the employee.  
The cost of your course(s) MUST be included on the course approval form or it will be returned.  
2. DATES FOR SUBMISSION:
	
	COURSE APPROVAL FORMS
	TUITION REIMBURSEMENT APPLICATIONS

	Summer
	May 1st  – June 1st 
	September 1st – September 30th

	Fall
	August 1st – August 30th
	January 1st – January 31st

	Spring
	December 15th – January 15th
	July 1st – July 31st


THERE WILL BE NO EXCEPTION TO THE ABOVE DATES FOR SUBMISSION.  NO FORMS WILL BE ACCEPTED/APPROVED OUTSIDE OF THESE TIME FRAMES.

**  All courses will be categorized for approval/payment based on the completion date of the course. **

    

       Human Resources
CERTIFICATED STAFF CHECKLIST FOR TUITION APPROVAL/REIMBURSEMENT

FOR COURSE APPROVAL:

	
	COURSE APPROVAL FORMS

	Summer
	May 1st– June 1st

	Fall
	August 1st – August 30th

	Spring
	December 15th – January 15th


______ 1.  
Course approval MUST be obtained prior to the start of the course.  If course is not approved

                  prior to enrollment, the approval will not be granted to the employee.  The cost of your course(s)
                  MUST be included on the course approval form or it will be returned.

_____  2.   Approval for Professional Courses will be time/date stamped and processed in the order

                  received, pending availability of allotted tuition reimbursement funds as outlined in the 

                  TEAM contract until funds have been depleted.  The processing date will be based on the 
                  date/time that the FULLY completed form is delivered to Human Resources
_____  3.   Once the course is approved, the original Course Approval form will be returned to the

                  employee.  Employee should make certain to keep this form in a secure place as it MUST be

                  returned to Human Resources with the Tuition Reimbursement Application.

 FOR TUITION REIMBURSEMENT**(see note below)


	
	TUITION REIMBURSEMENT APPLICATIONS

	Summer
	September 1st – September 30th

	Fall
	January 1st – January 31st

	Spring
	July 1st – July 31st


_____ 1. 
The Tuition Reimbursement Application must be completed in its entirety and all required documents

               must be attached within the time frames outlined above.

_____ 2. 
 Tuition Reimbursement Applications will be time/date stamped and processed in the order
           
    received.  The processing date will be based on the date/time that the FULLY completed form is

               delivered to Human Resources.

_____ 3.  If the Tuition Reimbursement Application is not received with the time frames outlined above, it will 

                be assumed that you are not seeking reimbursement and, therefore, will forfeit the right to reimbursement.

               These funds will be allocated for other staff members.

** IRS Disclosure: Tuition reimbursement paid to an individual employee in excess of $5,250 during a calendar year (Jan.1st – Dec. 31st) is taxable and will be included in your wages (Form W-2, box1).  Example: If an employee is paid $6,000 during the period January 1, 2014 through December 31, 2014, ($6,000-$5,250 = $750) $750 is taxable and will be added to box 1 of your 2014 W-2.
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