NDE COLLEGE COURSEWORK REQUEST[image: NDE Logo Black.jpg]


Employee Name:  	   Date of Request: 	

[bookmark: Check1][bookmark: Check2]Covered by: |_| Personnel Rules  |_| NAPE Agreement   NDE Team:  	

Work Schedule (e.g., 8-12 & 12:30-4:30): 	

Request Type (Choose Option A, B, or C)

 Option C: Directed to take a job-related course (Subject to funding availability)

Attach documentation of directive from supervisor, including rationale for the request, and LCM approval.

Work time needed for class and related travel (e.g., 9-11 a.m., MWF):
				  

Total hours per week: 		

Estimated costs:
 	Tuition 			
  	Fees 				
  	Books 			
  	Travel 			
   	Other 				
	Total 				




 Option B: Reimbursement for course on non-work time (Job-related course only. Subject to funding availability)

Has NDE reimbursed tuition during the current calendar year?
 No   Yes  If yes, indicate the number of credit hours _______

Estimated costs:
 	Tuition 	
 	Fees 	
 	Books 	
	Total 	




 Option A: Take course on work time (Note:  Job-related or non-job-related course)

Have you previously received approval to take coursework on work time during the current calendar year?
 No   Yes  If yes, indicate the number of credit hours _______

Work time needed for class and related travel (e.g., 9-11 a.m. MWF):
 
____________________________

Total hours per week __________

  




COURSE INFORMATION

Title of Course:  ______________________________________________________________________

Options A, B, C:  Attach a printout of course information from the web or course catalog to document course name, course number, time/dates of class, number of credit hours.  Documentation attached Yes  No

Option B or C:  Attach an explanation of how the course is job-related.  Explanation attached: Yes  No

Course Dates (e.g., Aug. 25 – Dec. 15, 20XX): ______________________________________________

Course Time (e.g., MWF, 8-9 a.m.):  ______________________________________________________

Number of Credit Hours:  ____________    Quarter Schedule    Semester Schedule   Online Course 

Name of College/University: ____________________________ Campus location:  __________________
Denied
Approved

PRIOR APPROVAL SIGNATURES

		Employee:  		Date:  	

		Supervisor:  			Date:  	

		Leadership Council Member:	 		Date:  	

		HR certification of eligibility:      	  		Date:  	

		Deputy Commissioner:  	 		Date:  	
						
Completed request copies:  Original to Personnel File.  Copies to employee, supervisor, LCM, Tuition File

APPROVAL FOR OPTION B REIMBURSEMENT   (Complete after course concludes.  See back for requirements.)

Reimbursement requested: $		   Employee Signature: 		 	Date: 	

Reimbursement approved:  $		  	Supervisor Signature: ___________________________	Date: 	

HR Signature: 						  Date: ___________________________

Copies:  Original to Personnel File.  Copies to employee, supervisor, LCM, Tuition File






POLICIES AND PROCEDURES FOR


POLICIES AND PROCEDURES FOR
REQUEST TO TAKE COLLEGE COURSEWORK ON WORK TIME AND
REQUESTS FOR REIMBURSEMENT


Option A:  College Course on Work Time. (Job-related or non-job-related course) Employees may request approval to take up to seven (7) credit hours each calendar year from colleges on the semester schedule or nine (9) credit hours each calendar year from colleges on the quarter schedule, but no more than four (4) credit hours may be taken in any one semester (or 4.5 credit hours in any one (1) quarter) during normal duty hours without loss of pay.  Employees may attend class as part of regular work time.  Depending on the distance and location, travel time may also be considered regular work time.  Prior approval for coursework and related travel on work time must be obtained from the immediate supervisor, Leadership Council Member (LCM) or Commissioner’s designee, and Deputy Commissioner.  Any additional credit hours may be scheduled outside the normal work day as long as they do not interfere with the efficient performance of the employee’s duties.  (Source:  NAPE/AFSCME – 2013-2015 Agreement Article 12.1 and Personnel Rules Chapter 15.006.)

At the conclusion of the course, the employee must submit to his/her supervisor and HR the following documentation as evidence that the course was completed:  (1) Course grade report.

Option B:   Reimbursement for Course on Non-work Time.  (Job-related course only) Funding permitting, and with the prior approval of the supervisor, LCM and Deputy Commissioner, an employee may take a limited number of hours of college coursework on non-work time and be reimbursed for any portion of the tuition cost in addition to required course fees and books.  If the class schedule overlaps work hours, the employee must submit with the original request an adjusted work schedule or document the vacation leave to be taken.  The employee will be notified of the approved amount of reimbursement prior to the beginning of the course.  Employees may be eligible to receive not more than seven (7) credit hours each calendar year of tuition reimbursement for coursework at colleges on the semester schedule or nine (9) credit hours each calendar year of tuition reimbursement for coursework at colleges on the quarter schedule for job-related courses.  Job relatedness shall be determined by the Deputy Commissioner, whose decision shall be final.  Eligibility for reimbursement requires: 1) a course grade of “C” or better for undergraduate courses, or 2) pass for pass/fail courses, or 3) a course grade of “B” or better for graduate courses.  Employees who receive tuition reimbursement will be required to reimburse the Agency if they voluntarily leave their employment with the Agency within one year of the course completion date.  (Source:  NAPE/AFSCME – 2013-2015 Agreement Article 12.2 and Personnel Rules Chapter 15.006.01.)

Reimbursement  documentation.  At the conclusion of the course, the employee must submit to his/her supervisor the following documentation in order to receive reimbursement:
1. Copy of the previously approved College Coursework Request form, which documents the final reimbursement request amount and is signed and dated;
2. Course grade report; 
3. An itemized statement of course costs (i.e., tuition and fees); and
4. Original receipt documenting text books purchased for the course.

Upon receipt of the documentation above, both the employee and the employee’s supervisor must sign the box for Reimbursement  Approval at the bottom of the College Coursework Request  form and forward the form and documentation to HR for approval.  HR then returns the form and documentation to the employee.  The employee requests reimbursement by submitting an Expense Reimbursement Document.

Option C:  Directed to Take a Job-related Course.  Funding permitting, and with prior approval of the LCM and Deputy Commissioner, a supervisor may direct an employee to take a job-related course at an education facility if the course addresses an identified skill deficit, or will directly improve the incumbent’s ability to perform current job duties.  Job relatedness shall be determined by the Deputy Commissioner, whose decision shall be final.  If directed to take a course, NDE will pay for all costs of the course including tuition, books, fees, and associated travel costs.  Course costs and travel expenses may be reimbursed by submitting an Expense Reimbursement Document at any time after the expenses are incurred.  Travel to attend such courses shall be treated as travel for the agency and will be considered work time.  (Source:  NAPE/AFSCME – 2013-2015 Agreement Article 12.3 and Personnel Rules Chapter 15.006.02.) 

At the conclusion of the course, the employee must submit a copy of the course grade report to his/her supervisor and HR.

Online Coursework.  Reimbursement for online coursework may be allowed if the course is job-related.  Online courses may not be taken on work time unless dedicated online sessions with the instructor, or related to the class, are required as specified by a course catalog, syllabus or other documentation.  Employees may use Agency computers, Internet access, printers, and office supplies for online courses and related homework if the employee has been directed to take a job-related course for professional development per Section 12.3, or if an employee elects and receives supervisory approval to take an online course available through the State’s Employee Development Center - Learning. If employees voluntarily take an online postsecondary or other educational or vocational course, the Agency’s computers, Internet access, printers, and office supplies may not be used.
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