Tuition Reimbursement Procedures

· Tuition reimbursement will be provided for courses taken in the summer of 2009 extending through the spring of 2010.

· The course must be a graduate level course, unless otherwise approved in writing by the superintendent.

· The teacher’s enrollment in the course must be pre-approved, in writing, by the Superintendent.  Course approval will be made at the sole discretion of the Superintendent.

· All courses must be related to the teacher’s current professional assignment, unless otherwise approved in writing by the Superintendent.

· In order to be eligible for tuition reimbursement, the teacher must provide an official transcript from the academic institution verifying that the teacher received a grade of “B” or better, or that the teacher passed a pass/fail course.
· The teacher must be employed in District 104 at the time the tuition reimbursement is paid.

· Pre-approval for courses must be submitted the semester prior to the course taken.

Submission deadlines are as follows: summer, May 1, 2009, for fall, September 1, 2009, winter, December 1, 2009.  
For the 2009-10 school year, the Board of Education of School District 104 will make available for tuition reimbursement the sum of $16,000.

Tuition reimbursement will be made at the end of the 2010 school year.  Transcripts are due to the district office by June 30, 2010.  All reimbursement requests made during the year will he held until the end of the year, at which time the $16,000 allocation will be divided by the total number of eligible semester hours submitted in order to determine the reimbursement to be paid to each eligible teacher.  In the event that all of the available tuition reimbursement funds are exhausted, the Board will have no further obligation to reimburse tuition costs incurred by any teacher in that year.  Any unused tuition reimbursement funds that are available at the close of each fiscal year will be retained by the Board and will not be carried over into subsequent fiscal years.

School District 104 Tuition Reimbursement Approval

________________________

___________________________________
Teacher’s Name



Building Assignment
_______________________


___________________________________

Date of Request



Present Teaching Assignment & Grade
________________________________________________________________________

Name of Course(s) and University



________________________________________________________________________

________________________________________________________________________

_________________ 





________________________
Cost of Course(s) 




            Credit Hours to be Awarded

Is this part of a Masters’ program? ___yes___no
1. Is the class a graduate level course?  Please explain and give the course number.  If the class is not a graduate level class, please explain the relevancy of the class to your teaching assignment.

2. Explain how this course will provide you with knowledge and methods that will better improve the learning environment in your classroom or school.

__________________________




_________________

Signature of Teacher 






Date

___
Approved by Superintendent

___
Denied for the following reason:_______________________________________








______________________________   






Superintendent
…………………………………………………………………………………………………………

Office Use Only:
____
Transcripts Received


____
Grade of “B” or above Awarded (Pass/Fail)

____
Number of Credit Hours Awarded for the Class
