DEPARTMENT OF ADMINISTRATION

TUITION ASSISTANCE POLICY

The Mission of the Department of Administration is we provide quality services-responsibly.

The Vision of the Department of Administration is we will lead the enterprise toward a shared services organization by modeling team-work, cost-effective business practices, and quality customer service.

The Department of Administration shall participate in the cost of educational programs in order to assist in the personal and professional development of all its employees and to enhance the quality of their work.

This program does not cover costs associated with seminars, conferences or other similar courses. Division Directors, when divisions funds are available, are strongly encouraged to continue sending employees to the above mentioned programs.

REFERENCES

K.S.A. 75-3747; K.S.A. 75-5519 and K.A.R. 1-8-3.

ELIGIBILITY REQUIREMENTS
1. Permanent employees or part-time employees who are eligible for benefits, with a current satisfactory evaluation are eligible to apply for assistance.

2. Funds are for tuition only. All books, fees and other expenses are to be paid by the employee.



APPROVAL CONSIDERATIONS

1. The educational program must:


a. Be directly related to the employee's work in his/her current position; or



b. Enhance the employee's potential in the field in which the employee is currently employed.

2. Tuition assistance can be applied to courses in higher education and continuing education that will contribute directly to the Department of Administration's Mission. Eligible classes include any regularly scheduled class meeting at established intervals that results in a final grade based on skills or knowledge learned. Seminars, conferences and workshops are not "tuition" classes and will be considered under regular agency training guidelines.

3. Courses taken in the pursuit of a GED are eligible for assistance.

4. Requests may not be approved if funding designated for tuition assistance is unavailable. In those instances, tuition fees may be paid by the employee's Division.

5. When a second source of tuition payment exists (e.g. Veteran's Educational Assistance Program, etc.), Department of Administration shall not pay tuition fees covered by the second source. If such double reimbursement does occur, the employee shall be required to reimburse that portion paid by Department of Administration.

6. All approved courses must be taken for a grade or pass/fail.

7. Classes or programs may not be approved if similar training or classes are available through the agency. Reimbursement should not be requested in lieu of similar educational opportunities, which are available free of charge.

8. All approvals will be made in a nondiscriminatory manner in keeping with Department of Administration Equal Opportunity Policy.

9. GED programs are eligible for assistance in the amount of 100% of the cost of the course.

10.  The cost of all non-GED courses or programs will be divided equally (a 50% split) between the Department of Administration and the employee.

11.  Employee may be given assistance for a maximum of $700 per fiscal year.

12.  All fees associated with obtaining a G.E.D. up to $700 per fiscal year will be considered for assistance.


APPLICATION GUIDELINES

1. Employee must complete the Tuition Assistance Form at least four (4) weeks prior to the start of the course in order to be eligible for tuition assistance. The application must be accompanied by a course description.

2. Application form shall be submitted to the employee's supervisor.

3. The supervisor will include higher recommendation on suitability of course for assistance and forward the application to the Division Director.

4. The Division Director forwards the application along with his signature and the supervisor's recommendation to the Secretary of Administration for approval.

5. Approval of funding comes only at the discretion of the Secretary of Administration or his designee.

6. If at any level, the course is not recommended for approval, the employee making the request may appeal for recommendation to the next highest level.

7. The decision of the Secretary of Administration is final and can not be appealed.

8. The employee shall submit one copy of the approved Tuition Assistance Form to the educational   institution during enrollment in lieu of tuition payment.

a. An approved Tuition Assistance Form shall be signed by the employee, employee's supervisor, Division Director, and the Secretary of Administration or his designee.

9. After completion of the course, the employee has 60 days to provide verification of successful completion of the course. Verification shall be a copy of the grade card.

a. Successful completion is equal to the following:

        
   
If letter grades are given:                  C or better

         


If course is available in Pass/Fail:     Passing

b. Failure to provide this documentation within 60 days after completion of the course may result in the employee reimbursing Department of Administration for the amount of tuition fees paid.

10.  If funding is not available, the Secretary of Administration may approve flextime for an employee to attend a class that has not been approved for tuition assistance.



CONTINUED SERVICE

1. The employee must be employed by the Department of Administration throughout the term of the course.

2. Employees shall reimburse Department of Administration the total amount of tuition paid by the agency if the employee leaves Department of Administration within one (1) year of completing the course.


Approved: 

______
                             Date:       ______________                                



          Deputy Secretary of Administration

Revised April 2008


