Tuition Advance Request
SUPPORT EMPLOYEES ONLY
In accordance with section 8.3 of the Negotiated Agreement between the Frederick Association of School Support employees (FASSE) and the Board of Education, you may request payment of tuition (and any associated/approved fees) of up to $1,500 per year for courses taken or training that are job related, or in pursuit of continuing education, or in pursuit of a career change within the system. As an additional benefit, support employees may request a tuition advance. Related registration fees and fees associated with competency exams may also be requested. Courses and fees must be approved by the senior human resources manager prior to course registration. An additional $2,000 per year may be requested for employees enrolled in a program in education leading to teacher certification K-12 or other areas identified as technical skill shortage areas. 

PLEASE ALLOW 30 DAYS FOR PROCESSING

I, ___________________, am hereby requesting a tuition advance in the amount of $_______________.

     Name of employee

for the following course(s):

	Educational Institution
	Course
	Course start date
	Course end date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


 FORMCHECKBOX 
      
I have participated in the Tuition Advance benefit before.
I understand and agree that failure to submit verification of satisfactory completion of the coursework (i.e. Grade C or higher) and proof of payment within 45 days of the end of the course will result in an immediate payroll deduction from my salary in the amount of the tuition advance in the pay period following the submission deadline. 

I understand that with the exception of extenuating circumstances, employees who receive tuition reimbursements and/or advances and leave employment within two (2) years of receiving these tuition benefits shall be required to repay the monies received.  

My signature below verifies my agreement with the terms and conditions as outlined in this agreement.
__________________________



______________________________

     Job Title / Work Location 





Employee ID

__________________________



______________________

   Signature







Date
HR USE ONLY

HR Authorization
Participation in the Tuition Advance Option is available to employees with non-probationary status.

Signature denotes eligibility for Tuition Advance.

________________________________________


________________________

              Signature







Date
Route to Purchasing

Signature denotes check to employee processed

________________________________________


________________________
              Signature







Date
----Over for Employee Obligations Checklist----

HR USE ONLY

 FORMCHECKBOX 
      
Employee is benefitted and in good standing (Non-probationary, and Active or Paid LOA)
 FORMCHECKBOX 

Coursework is:


 FORMCHECKBOX 

In pursuit of teacher certification or other areas identified as technical skill shortage areas

 FORMCHECKBOX 

Course(s) taken or training that are job related, or in pursuit of continuing education, or in pursuit of a career change within the system
 FORMCHECKBOX 

Course(s) requested has been approved.  

 FORMCHECKBOX 

If Frederick Community College, In County rate agreement documentation provided to FCC

 FORMCHECKBOX 

Tuition advance does not exceed allowable amount for reimbursement.   $    

 has been paid or advanced to employee for the current FY. 

 FORMCHECKBOX 

The following obligations were covered with employee


 FORMCHECKBOX 

Proof of payment


 FORMCHECKBOX 

Official grade report/transcript


 FORMCHECKBOX 

Repayment will be required if:

· Course not completed
· A grade of “C” or higher is not attained.
· All paperwork is not submitted within forty-five (45) days after completion of coursework.  Course ends __________, Documentation required by _________.
· The employee leaves employment with FCPS within two (2) years of having received tuition advance. The employee will pay monies owed directly or have the amount deducted from his/her pay. 
 FORMCHECKBOX 

Employee has participated in Advance Tuition before

 FORMCHECKBOX 

Employee successfully completed requirements and obligations for prior participation. 

 FORMCHECKBOX 

Employee has submitted a memorandum to HR stating that he/she has participated in the past in tuition advance, and is fully aware of the risk and benefits of the program and that he/she is in agreement with those risks. 

 FORMCHECKBOX 

If no changes have been made in the terms or provisions of the program, the SHRM may accept this memorandum in lieu of a meeting.

