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I. Policy

Section 7.3.3 Tuition Reimbursement

Section 7.3.3 Tuition Reimbursement:

Teachers shall receive reimbursement for up to a career maximum of $1000 spent on tuition for coursework in their current or proposed area of assignment.  The Transition Team shall oversee the development of guidelines for tuition reimbursement.  
Agreement Glossary

Tuition Reimbursement:  An element of the Knowledge and Skills Component that allows all teachers a lifetime account of $1000 that can be used for reimbursing the cost of professional development.

Agreement Appendix

Component: Knowledge and Skills
Element: Tuition Reimbursement for Graduate or Continuing Education Coursework
Rationale:
Knowledge and skills development helps teachers learn the instructional strategies and content area expertise that boost student learning.
Development of professional expertise is the major factor producing salary increases.

Those closest to the teaching and learning process are the most effective change agents.

Self-directed professional development, grounded in district and individual goals, maximizes meeting instructional and career needs.

The district should defray the cost of mandated continuing education for teachers.

Purpose:
1. Develop educators’ professional status and motivation to increase instructional expertise.

2. Encourage professional practices that contribute to student learning.
3. Provide a path to increase career earnings through professional development.
4. Encourage educators to develop content area expertise appropriate to current or proposed assignment.
5. Commit district structures and funding to compensation of advanced credentials.
Management Specifications:
6. Audit staff development structures, staffing, delivery system, research and development, information access, monitoring and evaluation.

7. Redevelop  structures, staffing, delivery, R & D, information access, monitoring, and evaluation.   
Economic Specifications:
8. $1000 available for tuition reimbursement for graduate or continuing education coursework.

District Capacity that Needs to be Built

9. Establish DPS Professional Development Links (PDL) staffing and structures.

10. Form PDL Advisory Committee that sets standards and develops implementation plan for course descriptions and evaluation system.

11. Develop university partnerships to facilitate professional development opportunities that meet district needs.
12. Develop technology for monitoring progress in course attainment and credentials.

II. Practice

Work Group Members


Jeff Buck, Chair

Denise Bilyeu


Joyce Fell


Becky Martinez


Stacy Miller


Sarie Patterson


Henry Roman


Shirley Scott


Lita Weinstein


Dennis Wolfard

Work Group Calendar
May 5, 2005:  Draft business rules for section 7.3.3 (Teachers)

May 12, 2005:  Review draft proposed business rules for section 7.3.3 (Teachers, Specialists)

May 19, 2005:  Final business rules for tuition reimbursement for teachers/specialists 

May 26, 2005:  Prepare draft presentation to Transition Team of business rules for section 7.3.3

June 15, 2005:  Present business rules for section 7.3.3 to Transition Team

III. Rationale
General Considerations for Tuition Reimbursement

Tuition reimbursement is not one of the larger incentives offered by ProComp, but it does require thoughtful consideration as the coursework needs to be aligned with the employee’s “current or proposed assignment.”  For this reason, the work group felt a formal approval of the proposal was necessary but a second approval was not.  This process would insure the adequacy of both the content and the credentials of the coursework provider without making the process overly burdensome.  The reimbursement process was also designed to meet the basic requirements without undue additional approvals.

IV. Process
Eligible Employees
Teachers/specialists must be opted in to ProComp before they can submit a formal proposal for Tuition Reimbursement.  This would not preclude an employee discussing plans for future classes with their supervisor or manager as a part of their due diligence in deciding whether or not ProComp would be a good choice for them.

Proposal Submission

All Tuition Reimbursement proposals must be submitted on the “Tuition Reimbursement Proposal and Request Form” available on the HR website under “Forms.”  The top part of the form must be completed down to the Supervisor approval line.  A copy of the Proposed Course Syllabus or Course Description from the offering institution’s course catalog or other printed offering must be attached.  Teachers and specialists must have coursework or continuing education approved in writing prior to starting class.  Class work may be at the graduate or undergraduate level.
Proposal Review

Review of the proposal will be by the supervisor best equipped to review the content of the coursework. If coursework is taken in response to building or district goals, then the principal would be the person to approve the request.   Assignment to a building would be determined if the employee was assigned to a building for 2.5 days or more per week.  If the coursework is taken to further professional expertise or the teacher or specialist is not assigned to a building 2.5 days or more per week, then the request should be approved by a manager or a team leader.  Courses that develop content area expertise appropriate to current or proposed assignment, enhance professional practices that contribute to the delivery of knowledge or services or assist the employee in development of strategies for delivery of subject content or service are all sufficient to support approval of a proposal. 
Approvers should use their own judgment in considering the acceptability of the provider of the training.  It can be safely assumed that classes provided by accredited higher education institutions or nationally recognized professional associations are of the highest caliber.  Approvers are encouraged to inquire about unfamiliar institutions or course providers and seek recommendations when appropriate.  If an employee is proposing coursework in a new or “proposed assignment,” the approver should ensure first that a “declaration of  proposed assignment” was completed by the employee and acknowledged. (See Declaration of Proposed Assignment Procedures.)  If coursework is mandated by the district or approved as a part of another ProComp incentive (e.g., Professional Development Unit), then no further evidence is needed by the reviewer to support their approval.  Information about the PDU approval or DPS mandated coursework should be part of the Tuition Reimbursement Proposal.

Tuition reimbursement proposals may be approved for credits leading to an advanced degree, which results in a ProComp salary increase for that advanced degree.  Tuition reimbursement may not be sought for credits earned that resulted in increased pay upon initial salary placement in the ProComp system.
Proposal Approval/Disapproval

If the proposal is approved, copies should be retained by the employee and the approving supervisor.  Copies of the electronic approval should be forwarded to the employee’s manager, area superintendent and Curriculum and Instruction, if appropriate.
If a proposal is disapproved, the approver should discuss with the employee amendments might be made to the proposal to gain approval. 
Submission for Tuition Reimbursement 

Tuition reimbursement may be sought for tuition, registration fees (seminars and workshops), DPS inservice and DPS college credit processing fees (added May 30, 2006)  and books.  Fees and other costs associated with the coursework must be born by the student and no reimbursement will be allowed.  Evidence of payment shall include an itemized statement from the Bursar or Treasurer of the institution showing the payment of tuition and a receipt for any books, workbooks, etc., if purchased separately.  Reimbursement will not be approved unless the grade was Pass, C or better.  Evidence of the grade awarded must be submitted.  Evidence of payment and grade must be submitted first to the individual that originally approved the proposal or their replacement.  That individual should review the documents to insure evidence of satisfactory coursework completion is attached along with required receipts before approval.  After approval, the supervisor will forward the proposal, approved for payment, to Payroll for payment.  Original documentation should be retained by Payroll to support the disbursement and a copy of the approved form and the transcript or other evidence of satisfactory course completion forwarded to Human Resources for education credit update (if allowable) and subsequent filing in the individual’s personnel file.  Access to that file is pursuant to existing HR Central Filing access rules.
Final payment will be recorded in the ProComp data base and will reduce the amount available in the individual’s career Tuition Reimbursement account.  In no event shall payment be made in excess of that individual’s career maximum.  Should Payroll determine the reimbursement is taxable to the employee, they may add the reimbursement amount to the employee’s taxable earnings so withholding may occur.  A final decision on whether or not the reimbursement shall or shall not be included in taxable income should be independently determined by the employee.
Implementation Strategy
Department of Human Resources

Publish ProComp Tuition Reimbursement Guidelines and make the Tuition Reimbursement Proposal form available on the HR Forms web page
Answer questions about the Tuition Reimbursement incentive

Provide communications to DPS staff and the general public about the Tuition Reimbursement  incentive
Provide training to DPS new hires and other DPS staff as necessary
Department of Technology Services

a. Maintain and support hardware, processing and data base services for the support of Tuition Reimbursement approval workflow and tracking systems and integration into ProComp and the Enterprise-wide technological systems
DoTS Hotline shall refer questions regarding Tuition Reimbursement as appropriate
Provide training to DPS new hires and other DPS staff as necessary
Provide training on Tuition Reimbursement technical systems
Payroll

b. Process employee Tuition Reimbursement in accordance with DPS ProComp policy and procedures
Answer employees’ questions about their Tuition Reimbursement
Assess the taxability of the reimbursement to the employee for purposes of deciding whether or not to withhold taxes
Communications

Communication with principals, school secretaries, HR generalists, call center operators, Special Services and Special Education administrators and teachers should begin as soon as school commences in the fall (as early as July for year round schools). Questions about when approvals can be first sought for tuition reimbursement will be rampant and everyone should know the answer.
Training
Training will be required on the review process.  Training should include a discussion of several examples of tuition reimbursement proposal requests.  The discussion would surround certain questions:

a. Do you consider the institution offering the training a good source for this training?

b. Do you consider the proposed training to be in line with the current or proposed assignment?

c. Do you believe the employee is eligible for tuition reimbursement?

A segment of the training would focus on what reimbursement is taxable to the employee and what would not be taxable.  Reviewers will not have to make this determination, but they should be aware of the considerations in the process.
V. Appendix

Frequently Asked Questions
Can I be reimbursed for classes I took before I entered ProComp?

No.  You must be opted into ProComp and have your tuition reimbursement proposal approved in writing before you begin coursework proposed for reimbursement.
Can I be reimbursed for fees the institution requires I pay?

No. You may only be reimbursed for tuition or registration and books. 
Can I be reimbursed at registration?

No. reimbursement is at the end of the course and based on satisfactory completion of the course and receipts presented.
How long do I have after completion of the course to submit the request for reimbursement?

No time limit.  If a portion of the career maximum of $1000 remains, reimbursement will follow submission of the required documents.
What if I take a course that costs more than $1000 for tuition and books?

The maximum payout is $1000.

Is the reimbursement taxable to me?

Payroll will consider this when determining whether or not to withhold taxes but it is up to the recipient to independently determine whether the reimbursement is taxable or not.
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