County of Elgin

Section: 10

Human Resources Policy Manual Subject: Tuition Refund

Policy Number: 10.20

Code - NU/FT/PT/CT Date Approved: Oct. 1/87

Page 1 of 1

Date Last Revision: April 25/00

1. Employees will be reimbursed for one hundred percent (100%) of the cost of tuition fees

and books for educational courses taken if all the following conditions are met;
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The course is directly related to their present job or future career with the
County.

The course is given by a recognized educational institution including a
correspondence school.

The course is approved by the Department Head.

The course is completed successfully and documentation of this fact is
submitted to the Department Head with a receipt for the tuition fee.

Probationary employees who take approved courses will be reimbursed for such
courses upon successful completion of their probationary period.

Any work-related educational courses or seminars not covered by the above
may be granted with prior approval of Department Heads.

All expenses relating to Section 10.20 must have Department Head approval.



