APPENDIX E

TUITION REIMBURSEMENT GUIDELINES

*ALL tuition reimbursement requests must be pre-approved (before you begin the class). 
1. Classes or licensure trainings (CEU’s) that will be approved for reimbursement and column movement:
a. -Classes for a new endorsement or to complete a program or certificate
b. -Classes that directly relate to your professional development goals
c. -Classes that obviously and directly relate to your job assignment
d. -Classes that align with District goals and initiatives

2. Classes that will not be approved: 
a. -Classes that do not have anything to do with your job assignment, that are not part of a program, endorsement program, certificate program, District goals and initiatives etc. 
b. -Classes that are a repeat of previous classes you have taken
3. If the unit member’s request meets any of the stipulations listed in Article 19.A.1. above, then she/he the member shall be entitled may request approval from the Executive Director of Human Resources to use the equivalent of up to six (6) credits during the life of the contract, to pay for domestic travel and related costs for classes, workshops and conferences not available or offered in the Portland Metropolitan Area or the state of Oregon.
4. Classes that are not through an accredited, trusted university program (such as PSU, UP, George Fox, OSU, UO, WOU, EOU) or a similarly accredited online equivalent will be considered carefully before being approved. Classes through TINT or Heritage/Antioch will be allowed for HALF credit only and may not be allowed for column movement. (If you opt to do the extra work for additional credit, the course will still only count for HALF of the original credit offered for the course.) These could also be approved for reimbursement so you can use them for PDU’s. 
5. Course approval for column movement will be granted at the time that tuition reimbursement funds are approved.

6. Sometimes classes can be approved for column movement, but not for reimbursement. This can happen if you have already used up your tuition reimbursement money. If you pay for the class yourself, you may still be able to use it for column movement. 

7. Sometimes classes can be approved for reimbursement, but not for column movement. This can happen because even classes that will not count for column movement can still be used as PDUs for your license renewal. If there is a class that will not count for column movement, the District may still reimburse you (and will assume you just want to take the class for your own betterment and to use as PDUs). There are also certain classes required as part of a program that will not count for column movement (such as practicums). These can still count for tuition reimbursement. 

8. “Device” classes (classes that include a device you get to keep, i.e. iPad, SurfacePro, MacBook, etc.)
a. Members are able to be reimbursed for one “device” class every 3 years and usually only once per contract cycle. Rationale:  Once a member has taken a device class, they shouldn’t really need an additional device or device class until the technology is out of date. Members should consider carefully which device class will be most helpful to them. The District will also consider what devices you have been issued already, as well as your goals for the year. If the District issues a device to teachers, it is a reasonable assumption that the District will provide the necessary training related to that device.
