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Purpose

Goodwill of Western MO and Eastern KS provides education assistance to employees to encourage career development through further education.  An employee may qualify for up to $5000 per calendar year in education assistance.  
Policy Revision:

This policy is subject to change at any time, with or without notice.  This policy is also subject to change in accordance with applicable local, state, for federal laws. Goodwill retains the discretion to make exceptions to this policy when deemed necessary.

Eligibility
Education assistance is available to employees seeking an Associate degree, Bachelor’s Degree, Master’s Degree, or Doctoral Degree. Education assistance is available based on a calendar year and dependent on the financial success of the Agency. 
To be eligible for the educational assistance program, an employee must:
· be an active, regular, full-time employee.

· have completed one year of full-time employment before the course begins.

· be in good standing which means the employee cannot be on any disciplinary action or performance improvement plan at the time of application.
Process
Education assistance must be approved in advance by the employee’s manager and Human Resources.  

Additional guidelines:
· Employee must submit their application for approval to their supervisor and to the benefits manager.  The application must be submitted prior to the start of classes.

· The employee must receive the grade of a “C” or above in order to be reimbursed.  If this requirement is not met the money advanced before the start of the class must be re-payed.
· Employee will have 30 days to submit receipts/course grades.

· Employee who does not meet the requirements of the class or provide required documents as outline by this policy will be required to pay back funds through a repayment agreement over a 12-month period.
Reimbursement and Schedule
The educational assistance program is funded annually based on the Agency’s financial performance.
· Eligible expenses include tuition, fees and course materials like textbooks, supplies and equipment.  Eligible expenses do not include the cost of a computer or other supplies that can be retained by the employee after completing the course instruction.  Supplies are those considered necessary for a course and stated in syllabus. (HR will make the final decision if an expense will be covered)

· Eligible expenses do not include the cost of meals, lodging or transportation. Courses involving sports, games or hobbies are not eligible unless they are required for the degree program or they have a reasonable relationship to the employer’s business.
· Eligible employee can receive up to $5,000 per calendar year in reimbursements for tuition, fees and course materials at an accredited institution. Assistance should not exceed $2500 per semester.  One half of the cost of the course will be paid prior to the class start date and the other half upon completion of the course and reimbursement requirements.
· Maximum assistance will not exceed $20,000.

· The employee must agree to stay with the company for one year after completing course work or earning a degree, or they must repay the tuition assistance on a prorated basis.
Making Payment

Payments will be made directly to the educational institution. The team member will not be reimbursed, except in unique circumstances where payment was due from team member prior to the education assistance request being processed. Such exceptions require prior written approval from the HR department. Receipts supporting expenses will need to be provide for reimbursement to occur.
Acceptable Hours:

Approved course(s) and or program(s) are not to be taken during regular working hours. Class attendance should not conflict with the employee’s job in any way.
Note: Neither this policy, nor approval of any educational assistance, is intended to alter the at will nature of the employee employment at Goodwill of Western Mo and Eastern KS, nor does it create a contract binding MOKAN Goodwill or the employee to an agreement of employment for a specific period of time.
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