RESOLUTION
A RESOLUTION FOR THE PURPOSE OF REPEALING AND REENACTING
CAL VERT COUNTY TUITION ASSISTANCE POLICY
WHEREAS, Calvert County Government encourages the development of all its
employees through education and training;

WHEREAS, the Board of County Commissioners of Calvert County, Maryland adopted
by Resolution 27-00 a Tuition Reimbursement policy that has been amended from time to time;

WHEREAS, the purpose of a Tuition Reimbursement policy is to foster and promote the
training and development of employees in order to:
(a) Improve the quality of services rendered by employees to the County and the citizens;
(b) Equip employees for career advancement within County service;
(c) Develop employees and their skills in order to meet current and future employmen
needs of the County; and
(d) Promote personal and professional development; and

WHEREAS, the Board of County Commissioners deems it in the best interest of the
public to repeal Resolution 27-00, as amended, and adopt in its place the policy for eligible
employees to receive Tuition Assistance set forth herein.
NOW THEREFORE, BE IT RESOLVED by the Board of County Commissioners of
Calvert County, Maryland that Resolution 27-00, as amended, is hereby repealed and the Policy
attached hereto as Exhibit A and incorporated by reference is hereby adopted.
BE IT FURTHER RESOLVED by the Board of County Commissioners of Calvert
County, Maryland that, in the event any portion of this Resolution is found to be unconstitutional,
illegal, null or void, it is the intent of the Board of County Commissioners to sever only the invalid
portion or provision, and that the remainder of the Resolution shall be enforceable and valid.
BE IT FURTHER RESOLVED by the Board of County Commissioners of Calvert
County, Maryland, that the foregoing recitals are adopted as if fully rewritten herein.
BE IT FURTHER RESOLVED by the Board of County Commissioners of Calvert
County, Maryland, that this Policy will be effective on the 61 -411day of A
2013
and will stay in effect until amended or rescinded by the Board of County Commissioners of Calvert
County, Maryland.
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DONE, this
9 Th day of
Ap
County Commissioners of Calvert County, Maryland, sitting in regular session.
Aye:

5

Nay:
Absent/Abstain:
BOARD OF COUNTY COMMISSIONERS
OF CAL VERT COUNTY, MARYLAND

ATTEST:

a een ederick, Clerk

Pat Nutter, President

Approved for legal sufficiency on
March 28, 2013 by:

John B4

s, County Attorney

Evan K. Slaughenhoup

SUBJECT:

POLICY NO.

TUITION ASSISTANCE

TITLE:

APPROVAL DATE:

TUITION ASSISTANCE AND REIMBURSEMENT POLICY

/-/ - c1
REVISION DATE:

OVERVIEW
The County provides tuition assistance, subject to appropriation of funds, to eligible employees on a
first come first served basis, in accordance with the policies and procedures outlined below. Calvert
County encourages employees to take personal responsibility for meeting their specific career and
perfoimance goals. Successful completion of college courses is not a guarantee of job advancement,
although it is hoped that coursework will enhance the quality of work and improve the employee's
opportunities for advancement.
ELIGIBILITY
The program is open to employees in the following full-time positions: merit, grant-funded,
contractual, appointed, and employees of the Sheriff. This program is also open to part-time
employees regularly scheduled to work 50% or more of the normal pay period. Employees must
successfully complete their initial probationary period or six months of employment, whichever is
greater, prior to applying for assistance.
QUALIFYING EDUCATION
The course must be "job related" which is defined as helping an employee do a better job in their
current position or "degree required" which is defined as a course to be taken to satisfy the
requirements for a degree which will better prepare an employee for advancement opportunities I
within the County.
Courses must be taken at a college or university, accredited through either the "U.S. Department of
Education" (www.ed.gov) or the "Middle States Commission on Higher Education"
(www.msche.org).
Non-credit or audited classes, classes that are assigned continuing education units (CEUs), and
seminars are not eligible for reimbursement under this policy.
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Courses approved under this program must be undertaken on the employee's off-duty hours. It is
understood that an employee's first responsibility is to their assignment with the County, and in no
case shall an employee's educational pursuits be allowed to interfere with job performance or
attendance.
AMOUNT OF REIMBURSEMENT
Eligible employees may be reimbursed for no more than 12 credit hours per fiscal year, except as
noted below.
Costs covered by the program are tuition, registration, lab, telecourse, and web fees. Other itemized
costs, such as activity, instructional, late registration, and drop/add fees, books, supplies, and
transportation will be borne by the participant. Eligible full-time employees will be reimbursed at
80% and eligible part-time employees will be reimbursed at 40%.
Reimbursement for credits awarded based upon prior learning or work experience will not exceed
80% of the cost of those credits and is subject to appropriation of funds.
Courses taken at an out-of-state institution will be reimbursed at no more than 80% of the current
tuition rate of the University of Maryland.
Tuition reimbursement may be taxable.
APPLICATION
The employee is responsible for thoroughly completing the Tuition Assistance Application to show
how the course or degree qualifies for the program. Specific work examples are encouraged. An
employee who would like to be reimbursed for educational courses must submit a Tuition
Assistance Application for approval prior to beginning the course. Completed applications signed
by the Department Head will be submitted to the Personnel Director. The Personnel Director will
consider the appropriateness of the request in meeting the specific needs of the County. The form
will then be forwarded to the Director of Finance and Budget to determine availability of funds.
Employees are given a copy of the approved/disapproved Tuition Assistance Application Form
once a determination has been made. Employees who do not receive a copy within two weeks of
submission should contact the Office of Personnel.
CONDITIONS OF REIMBURSEMENT
A report card, as well as an itemized receipted bill and proof of payment, such as a canceled check
or credit card bill, must be submitted to the Department of Finance and Budget.
This request for reimbursement must be received within three weeks after the end of the course.
Failure to do so may result in forfeiture of the reimbursement.
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The employee must receive at least a Grade of C for undergraduate (or Pass in a Pass/Fail course)
arid at least a Grade of B or better for graduate courses in order to be reimbursed. No reimbursement
will be made to employees who withdraw from or for any reason fail to successfully complete a
Icourse as stated.
!The County may require an employee to provide a transcript.
SERVICE OBLIGATION
iEmployees who receive tuition reimbursement from Calvert County must continue County
!employment for one year after the course ending date. An employee who leaves County service
liprior to fulfilling this requirement shall repay the County full reimbursement. This will not apply if
employment is WI minated for non-disciplinary reasons. Service requirements may overlap and be
fulfilled concurrently.
!

Employees who leave the County, while enrolled in an approved course, will forfeit pending
reimbursement. If however, an employee is laid-off while enrolled in a course that has been
approved, the employee may be reimbursed for the approved course pending the satisfactory
completion of the requirements as stated in this policy.
POLICY ADMINISTRATION
The Director of Personnel reserves the right to disapprove applications which are
incomplete, late or not in compliance with the policy. All applications must include a copy of the
course description and degree program requirements, if applicable. An application will not be
considered complete without recommendation and signature of the Department Head.
This Policy statement shall be distributed to all employees. The Policy shall also be
provided to employees and other interested persons upon request without charge.
We, the Board of County Commissioners of Calvert County, Maryland, do hereby
approve and adopt this Statement of Policy as evidenced by the signature of the President of the
Board of County Commissioners having been authorized to so execute this Statement of Policy
at a meeting of the Board of County Commissioners on
, 2013.

ATTEST:

BOARD OF COUNTY COMMISSIONERS
OF CAL VERT COUNTY, MARYLAND

Maureen Fre erick, Clerk

Pat Nutter, President
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