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SUBJECT: EDUCATION REIMBURSEMENT PROGRAM
PURPOSE:

To encourage employees of the City to take educational courses and training programs
which shall enhance and broaden the performance of their present duties and prepare
them for advancement opportunities.

POLICY:

Efforts shall be made to provide training and educational assistance for all levels in the
City, from those requiring a minimum of specialized skills to those requiring higher
education preparation. Completion of a training or educational course shall not
guarantee promotion or advancement of an employee, but is intended to expand skills
and knowledge, thus providing the individual with higher levels of opportunity and
performance.

The funds for the Education Reimbursement Program shall be part of the City-wide
training funds budgeted by the Human Resources Department/Training Division.
Reimbursement may only be received for courses which are job related or lead toward
possible advancement in the City.

The Human Resources Director or his/her designee shall be responsible for
administering the Education Reimbursement Program and shall have the authority to
approve or deny a request for education assistance. Potential benefit of the course to
the City, the recommendation of the department, the employee's work performance,
length of service, previous educational background, and the amount and types of
courses previously taken by the employee may be considered. Approval shall be
limited to courses offered by accredited colleges, universities, community colleges, adult
education, or vocational programs. Accredited courses offered “on-line” through
distance learning are included. Normally, correspondence courses shall not be
approved for reimbursement under this program.



