Human Resources Division		August 2013

RECENT PERSONNEL POLICY CHANGE
Policy 6504, “Educational Assistance” 

EFFECTIVE DATE:   August 16, 2013
CHANGES MADE:  Policy was changed as follows:
· Language was revised to state that the reimbursable rate is capped at $274.00/credit hour for undergraduate degrees and $342.20/credit hour for graduate degrees. 
· Language was revised to reimburse grade C at the same level as A and B, which will now be 75 percent.  
· Language was revised to state that employees may be reimbursed for multiple degrees, but only one degree at each educational level (one associate’s, one bachelor’s, one master’s). 
· Criteria added requiring employees pursuing a master’s degree be employed by the department a minimum of four years and be at a salary grade 15 or higher in order to be eligible for reimbursement.  Newly hired employees in salary grade 15 or above will be eligible for master’s degree level reimbursement after they have completed their six-month probationary period. 
WHY CHANGES WERE MADE: It was determined that employees should share a portion of their own tuition costs for their education, since degrees are portable and benefit the employee beyond MoDOT.  The revisions will provide a more consistent approach to reimbursement and provide a better value of department expenditures within the Educational Assistance Program.
FREQUENTLY ASKED QUESTIONS: 
· Why does MoDOT assist in tuition expenses?  MoDOT believes in upholding its values. Assisting in educational costs encourages employees to “be better” by helping employees to improve themselves through higher education. 

· Do I have to receive a certain grade to receive assistance?  Yes. Per policy 6504, only grades of A, B, C, or the equivalent (a “pass” in a pass/fail course) are eligible for reimbursement. 

· What degree programs are eligible?  A full list of eligible degrees can be found at: http://sharepoint/facilitation/HR/Pages/Educational-Assistance.aspx.  If a degree is not listed, the employee should speak to his/her supervisor to have the proposed degree reviewed by the District Engineer/Division Leader and Human Resources.  If the degree matches specific job fields and provides a business need for MoDOT, it may be approved following the review. 

· How do I find out if my school is accredited?  A full list of accredited schools can be found at  http://ope.ed.gov/accreditation/Search.aspx.					

· How long do I have to work at MoDOT before I can participate in the program?  To pursue an undergraduate degree, you must be employed with MoDOT for a minimum of 6 months (successfully completed probationary period).  To pursue a master’s degree, you must be employed with MoDOT for a minimum of 4 years and be at a pay grade 15 or higher.  Newly hired professionals at salary grade 15 or higher are eligible to be reimbursed for a master’s degree after completing their 6-month probationary period.

· What happens if I leave the department after being reimbursed for my tuition?  If you have received reimbursement through the Educational Assistance program and you leave MoDOT, either voluntarily or involuntarily, you will be required to repay 100% of any assistance provided to you within the last 24 months of your employment.  Payment must be made within 30 days of your last date of employment with the department.

· Will I be required to repay reimbursements if I transfer to another position/district/ division?  No, the department is still benefiting from your education so you would not be required to repay the educational assistance unless you actually leave MoDOT.
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· How do I get reimbursed?   Prior to enrolling in classes, you must complete an Eligibility Checklist.  Within 60 days of receiving final grade(s) or pass/fail notification, you need to complete and submit the “Educational Assistance Reimbursement Request Form”.  The Reimbursement Request Form can be found at http://sharepoint/facilitation/HR/Pages/Educational-Assistance.aspx. The completed form is then submitted to Financial Services with the required accompanying paperwork.  For complete instructions, please see Procedure 6504, “Educational Assistance” which can be found at http://hr.modot.mo.gov/index.php/Procedure_6504.

· How many class hours per calendar year will MoDOT assist me with?  An employee can be reimbursed for a maximum of 12 credit hours per calendar year.  
If you have further questions, please contact Central Office HR or your local district HR office. 
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