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Joint Committee for Education & Training (JCET)

Tuition Reimbursement Request


Joint Committee for Education & Training

Tuition Reimbursement Request

Policies Effective June 2010 
Please read the Program Policies and Procedures before completing this form.
	Please check the quarter during which your class or program was completed:

	
	
	Application Deadline
	Committee Review
	Disbursement Issued

	 FORMCHECKBOX 

	April 1 – June 30, 2010
	July 30, 2010
	August 25, 2010
	September 15, 2010

	 FORMCHECKBOX 

	July 1- September 30, 2010
	October 29, 2010
	November 24, 2010
	December 15, 2010

	 FORMCHECKBOX 

	October 1 – December 31, 2010
	January 28, 2011
	February 23, 2011
	March 15, 2011

	 FORMCHECKBOX 

	January 1 – March 31, 2011
	April 29, 2011
	May 25, 2011
	June 15, 2011


All fields are required.  Forms with incomplete information will be returned to sender.

	Employee ID:

     
	First Name:

     
	Last Name:

     
	Application Date:

     

	Mail Code:

     
	Email address:

     
	Work Phone:

     
	Home Phone:

     

	Home Address:

     
	Home City/State/Zip:

     

	Additional Contact Source:  Cell Phone, Pager, Social Network
      
	Hours  worked per week*:

     
	Have you received funds from this program in the past?  
 FORMCHECKBOX 
 Yes
   FORMCHECKBOX 
 No

	Present Job Classification/Title:

     
	Department/Work Unit:

     


*If FLEX employee: please submit time sheets for past quarter showing hours worked each week

Name of Class/Program/Conference**:       
                             Institution:      
     

**If you have more than one conference/Quarter, you must submit one form for each conference reimbursement request.  Thank you.
Description:      











Program Start Date:      



Program End Date:      





Purpose:  this training must be relevant to your OHSU career. Please check one:

 FORMCHECKBOX 
 Will increase your skills in your current position

 FORMCHECKBOX 
 Is relevant to the following foreseeable promotion here at OHSU:      





Type:  this program must be one of the following types. Please check one:

 FORMCHECKBOX 
 Credited college coursework relevant to your current position or an OHSU promotion
 FORMCHECKBOX 
 Prerequisite or part of the following degree program in which you are enrolled:
     




 FORMCHECKBOX 
 General seminar, professional meeting or technical training program

 FORMCHECKBOX 
 Professional meeting and/or training to fulfill required CEUs in your profession

	You MUST  attach and label the following supporting documentation:
	Amount

	Attachment A
	Proof of Attendance (Transcript, grade report or other documentation)

	Attachment B
	Tuition or Registration Fees (Proof of Payment)
	$      

	Attachment C
	Books or other required supplies (Proof of Payment)
	$      

	Attachment D
	Other: 
	$      

	Total
	$      

	Amount paid by Pell Grant, scholarship, OHSU ETB, department contribution or other source you do NOT need to repay:
	$      

	Amount paid from your own pocket, by Student Loan or other source you must repay:
	$      

	Amount Requested (See Policy item #11) 
	$      


	The maximum request is $250 per applicant per quarter.



Policies and Procedures
This program manages a fund negotiated through the collective bargaining process and funded by OHSU to be disbursed each fiscal year to AFSCME-represented employees for the purpose of education and professional development. The funds are distributed to AFSCME employees on a quarterly basis, subject to the approval of the Joint Committee for Education & Training. This is a reimbursement program, i.e. the employee must pay all fees in advance and be reimbursed only for allowable expenses documented by a receipt.

The following guidelines apply:

1. AFSCME-represented employees who work more than 18.5 hours in each 80 hour pay period are eligible for this program.

2. The tuition reimbursement program reimburses ONLY the student’s out-of-pocket expenses.

3. Eligible programs and expenses:

3.1. General credit classes.

3.2. Courses that lead to professional or technical certification.

3.3. Coursework in a 2-year or 4-year academic program.

3.4. Professional association conferences, workshops and seminars.

3.5. Books and other materials required for class.

3.6. Registration fees and other fees related to training.

4. Expenses that are NOT eligible:

4.1. Travel to or from program location (mileage/gas, parking, airfare, train fare, etc.).
4.2. Lodging & meal expenses.

4.3. Costs associated with entrance examinations (SAT, GMAT, GRE, etc.).
5. Classes taken for credit at an Oregon State System of Higher Education (OSSHE) institution are not eligible for reimbursement if they can be partially or wholly subsidized through the OHSU Employee Tuition Benefit (ETB) program.
6. All OSSHE institution classes, including Portland Community College (PCC), Mount Hood Community College (MHCC) and Clackamas Community College (CCC), must use the OHSU ETB program for the first 8 credits. For additional reimbursement credits 9-12, use the JCET Tuition Reimbursement program.
7. Non-OSSHE eligible expenses (See 3.1 – 3.6 above) are entitled to reimbursement through the JCET Tuition Reimbursement program.

8. Student Loans and other loans applied to tuition which must be repaid are eligible for reimbursement. 

9. Pell Grants, SEOG grants, scholarships, grants, OHSU ETB and department contributions which the student does not need to repay will not be reimbursed in this program. Applicants must inform JCET of all funds received from other sources that do not need to be repaid.
10. Applicants may apply each quarter, but must submit a separate application for each quarter. Only expense receipts dated for the submission quarter may be reimbursed. Once the submission deadline has passed, receipts for prior quarters will not be reimbursed.
11. Fund Requests:

11.1. The maximum request is $250 per applicant per quarter.
12. Fund Awards:
12.1. The maximum amount awarded per applicant is $1,000.00 per fiscal year (disbursements issued July 1 – June 30).  
12.2. Applicants may be granted (but are NOT guaranteed) up to 80% of their total request.

12.3. Funds awarded are pro-rated based on funds available and the number of applicants.
These policies are effective June 1, 2010 and supersede any previous Policies and Procedures overseen by JCET regarding Tuition Reimbursement. The JCET reserves the right to make decisions by majority vote that are consistent with the above policies.
	Submit to:
	Next Steps:

	JCET via the Labor Management Committee Center
MNP 1312, Mail code: UHN 49
· Phone: (503) 418-0273 
· Fax: 8-0275

· Email: lmctrain@ohsu.edu
	· You will receive confirmation of receipt within 10 days.
· You will be notified if your request is approved or denied after the committee review date (see application). 

· Requests take an average of 2 to 4 weeks to process following approval.
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