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Tuition Reimbursement Program
	Tuition Reimbursement Program

	Purpose
	The Tuition Reimbursement Program is intended to afford DIR employees the opportunity to further their professional development through continuing education.

	Policy
	It is the policy of the Texas Department of Information Resources to provide tuition reimbursement to employees when eligibility criteria are met. All reimbursement approvals are contingent upon availability of funds. Additionally, the approval of any single course does not imply the approval of any subsequent courses in the future. This program is not designed to aid an employee in the completion of a particular academic degree, but rather to allow employees to gain proficiency for current or prospective positions by taking job related courses. DIR will only pay the tuition expenses for a program course successfully completed at an accredited institution of higher education. Tuition reimbursement for nontraditional training, including online courses must be job related and approved by the Division Director in addition to the Executive Director.  DIR does not provide tuition reimbursement assistance for doctoral courses. 
The Executive Director will authorize all tuition reimbursement payments.  

	Eligibility
	The Texas Department of Information Resources may reimburse full-time employees for tuition at an accredited educational institution if all of the following criteria are met: 
· The employee must have completed 6 consecutive months of full-time employment with DIR prior to requesting approval to receive tuition reimbursement. 
· The employee must be in good standing and neither currently, nor has been in the last 6 months, in counseling, on probation, or restricted from merits or promotions as a result of terms stated in a formal reprimand. 
· The course work must be undergraduate or graduate and related to the employee's current or prospective position within the agency. A prospective position may include a position within the agency to which the employee aspires, subject to the approval of the DIR management chain with final approval resting with the Executive Director. 
· An employee must meet all admission requirements of the educational institution offering the course for which approval to receive tuition reimbursement is requested. 
· The employee's participation must not adversely affect workload or performance, including travel requirements. 
Reimbursable Costs 
· The employee may be reimbursed for the actual cost of tuition for one course per semester, not to exceed $600.00 per semester and $1,200.00 per fiscal year. 
· Employees may be reimbursed only for the cost of tuition for classes where the employee receives a grade of C or better. Employees will not be reimbursed for items that are not part of tuition, such as course or institution fees, textbooks, workbooks, and lab supplies. In addition, any part of tuition covered by scholarships, grants or other awarded funds will not be reimbursed 

	Provisions
	Repayment Agreement 
DIR’s agreement to reimburse for such costs is made contingent upon a reasonable return on investment and continued employment with the Department. Employees are expected to continue working at DIR for at least twelve months after completing a DIR-paid course. If an employee terminates within a twelve month period, the employee must reimburse DIR for the tuition paid on the employee’s behalf on a prorated basis. 
If an employee terminates employment because of a reduction in force, the employee does not have to reimburse DIR for the tuition and fees paid on the employee’s behalf. 
No Effect on At- Will Status 
Any obligation to work for DIR for a specified period of time following reimbursement does not constitute an employment agreement, contract, or a guarantee of current or future employment and shall not in any way affect the employee’s at-will status.

	Procedures

















Procedures 

	· An employee is required to receive written approval to receive tuition reimbursement prior to enrolling in the course. Approval of tuition reimbursement will be granted on a semester-by-semester basis. 
· To receive written approval, the employee is required to submit the Education Reimbursement Application, the course description for the course in which reimbursement is being sought, and the fee schedule to their manager for review. The manager will forward the request with their recommendation to the division director and executive director for approval. The division director’s signature will indicate that the employee is eligible to request reimbursement and unit funds are available to pay for the course. 
· [bookmark: _GoBack]Once approved by the executive director, the employee is required to submit the Education Reimbursement Application and all required attachments to Human Resources. Human Resources will maintain all requests for tuition reimbursement to ensure compliance with this policy and reimbursement when appropriate. 
· Human Resources will review the request for compliance with this policy and forward the request to the Executive Director for final approval. 
· After successfully completion of the course, the employee submits the approved application and all related paperwork, along with a copy of the final grade report, to the Purchasing Office. Within normal processing guidelines, the employee should receive reimbursement within five working days. The employee is required to request reimbursement as soon as practical after receiving a final grade report. 
· DIR will not reimburse tuition expenses if the employee ceases employment with DIR for any reason whatsoever, voluntarily or involuntarily, before submitting the final grade report for approved courses. An employee must immediately notify their manager and Human Resources if the employee ceases to be enrolled in a class for which reimbursement has been requested. 
* Retain a copy of all of the above for your records.
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