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<Company Name> strives to have all of their employees perform to the best of their ability and potential and fully understand all aspects of their position.  It is also an expectation of <Company Name> that employees accept responsibility for maintaining and developing their skills and abilities.  <Company Name> Training and Development programs are designed to support continuous learning and organizational development through personal and professional development.

This policy applies to all full time employees at <Company Name>.  
Tuition Reimbursement refers to formal courses that are offered through an accredited educational institution, recognized professional association or other approved institution.  These courses are used to update and enhance the skills and knowledge required to make a continuing contribution to <Company Name>, in current and future roles.
Training and Development refers to seminars, workshops, conferences, and short-term courses that are designed to teach / improve a specific skill and assist the employee in performing their current job more effectively.

Policy 

Identifying training and development needs is a key responsibility of Managers.  They are expected to be actively involved in their team’s training and development.  If an employee feels that they would benefit from further training and development, they are encouraged to talk to their Manager about this issue.  Managers are also responsible for measuring the effectiveness of any training and development undertaken by employees.

All permanent employees are eligible for reasonable education reimbursement upon successful completion of probation.  
All training activities must be approved by Management and meet one or more of the following requirements:

· Subjects directly related to the employee's current area of responsibility 

(i.e. specific to the nature of the job and its requirements to meet a significant business need.)

· Subjects that prepare employees for jobs they may have in the future

(i.e. through promotion from within, or jobs within their career path.)

· Professional Development Programs and / or continuing education to maintain a professional status, license, or certification. 

· Course of study must be offered through an accredited educational institution, recognized professional association or other approved institution.
While educational assistance is expected to enhance an employee’s performance and professional abilities, <Company Name> cannot guarantee that participation in formal education will entitle the employee to automatic advancement, a different job assignment, or a pay increase.

<Company Name> invests in educational assistance for employees with the expectation that the investment will be returned through enhanced job performance.  Therefore, if an employee voluntarily separates from the Company within <six months / one (1) year> of the end of the training course, the full reimbursement repaid to the Company.  Accordingly, the employees will be required to repay up to 100% of the original training assistance payment.
Procedure

If an employee wishes to pursue a training activity, they must complete a Training Request Form and submit it to their Manager for review.  Employees must obtain approval for any training activity they wish to take as far in advance as possible, but at least <30 / 60 days> in advance of the start date.
Upon receiving approval from their Manager, employees may register for the course.  

<Company Name> will pay <100%> of the fees and costs associated with Training and Development courses, including travel and accommodations as appropriate.  

For Tuition Reimbursement courses, <Company Name> will cover <%> of the tuition fees and compulsory texts and materials.  Travel, accommodations, and parking costs are the responsibility of the employee.
Reimbursement will be made to the employee upon presentation of proof of successful course completion and receipts for payment.  Successful course completion is defined as meeting minimum ‘pass’ levels for courses required for maintaining professional certifications or accreditation.  For other courses, a grade of 75% must be attained to qualify for reimbursement.
In the case of the employee voluntarily leaving the employ of the Company within one year of completing a training course, they will be required to repay the Company by way of personal cheque or payroll deduction from their final paycheque. 

TRAINING / TUITION REIMBURSEMENT

 REQUEST FORM
Tuition Reimbursement refers to formal courses that are offered through an accredited educational institution, recognized professional association or other approved institution.  These courses are used to update and enhance the skills and knowledge required to make a continuing contribution to <Company Name>, in current and future roles.
Training and Development (T&D) refers to seminars, workshops, conferences, and short-term courses that are designed to teach / improve a specific skill and assist the employee in performing their current job more effectively.  These courses will be paid in full by the organization.
Employee Name:  










Name of Course:  










School / Association course offered through:  






Start Date of Course:  


  End Date of Course:  




Reason for taking the course:  








Costs:

Course Fees








Textbooks / Materials







Travel / Accommodations)





(for T&D courses only)

Reimbursed at 



%  

Employee’s Signature



Manager’s Approval
<Company Name> reserves the right to alter, modify, amend or change human resources policies at its sole discretion.  Employees will be provided appropriate notice of any changes to policy.
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