Human Resource Division

March 1, 2016

RECENT PERSONNEL POLICY CHANGE

Policy 6504, “Educational Assistance”

EFFECTIVE DATE:  March 1, 2016
CHANGES MADE:  Policy was revised to clarify the criteria for determining 12 credit hours that are to be reimbursed in a calendar year. 
WHY CHANGES WERE MADE:  

Policy was revised so as to account for scenarios where employees are completing classes in fall semesters of one calendar year but not getting actual reimbursement from the department until the next calendar year.  
FREQUENTLY ASKED QUESTIONS:

· I complete a 3 credit hour class in fall semester of 2016 and submit it for reimbursement, but don’t get reimbursed until January of 2017, what year will the class hours count towards for my 12 hour credit limit per calendar year?  It would count towards calendar year 2016 because that is the year you completed the class.
· I complete a class that is 3 hours in fall semester of 2016, but don’t submit it for reimbursement until April of 2017, what year will it be counted towards? Neither, because it would be denied reimbursement due to being submitted beyond the 60 day limit in policy.  Reimbursements must be submitted no later than 60 days from end of the class. 
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