[image: image1.png]GRANDN#RIVER
HOSPITAL




          

POLICY 

TUITION ASSISTANCE PROGRAM

__________________________________________________________________________________

Grand River Hospital is committed to the advancement of knowledge and skills through education.

In fulfilling this commitment, the Tuition Assistance Program (TAP) is designed to fund eligible full-time and regular part-time employees a portion of direct tuition expenses for qualifying educational courses.

Qualifying educational courses include those programs that are initiated by the individual for personal and professional development such as degree studies, or courses that prepare the individual for career advancement.  Specifically excluded are those training courses required by the hospital for current job expectations as these are funded through the operating budget of the Hospital.  

Applications are accepted by the Tuition Assistance Advisory Committee on a first-come, first-served basis.  Courses will not be funded retroactively.

Three submission dates are indicated but due to limited funds may not be feasible.  Based on available funding the Selection Committee will meet three times a year to review applications. One award per fiscal year will be allowed to individual applicants.  Tuition assistance will be 100% of the tuition up to $1000 per applicant, per year, for full-time employees, and 60% of the tuition up to a maximum of  $600 for regular part-time employees.  Other conditions and restrictions may apply.

Eligibility criteria: 

1. Full-time, regular part-time, permanent employees of the Hospital, with at least twelve months continuous service prior to the starting date of the course.  Temporary full time staff may have courses funded at the 100% level (upon approval of other criteria) if the staff member will be working in the temporary full time position for 6 months or greater. Casual employees are eligible for the same funding as regular part-time employees on the condition that they work an average of at least 4 shifts per month over a 6 month period. The candidate will be required to prove that this criterion is met by submitting documentation from the payroll or scheduling departments along with their application.    
2. Course(s) are taken on the employee’s own time and without financial support from any other source.  If it is found that a person is receiving funds from another source, all moneys will be returned.
3. Employees must apply for the funding prior to the start of their course

4. Your application form must be complete with your manager’s signature, a brief summary, course start and end dates, tuition costs, hours and contact information. 

5. Applications must be received in the Education Department by the following dates:

· August 15th 

· November 30th 
· March 31st
The education course must:
1. be offered by a high school, accredited university, community college, or other comparable institution (including Michener Institute for Applied Health Sciences and the O.H.A.)

2. contribute to the individual’s professional development or be useful to the employee and needed by the hospital for future opportunities in the organization.


3. meet for a minimum of 30 hours or require work equivalent to that of a 30-hour course (including correspondence/on-line courses). For those applicants pursing a certificate program, where individual session(s) may be less than 30 hours, the applicant must apply for all of the courses as one application, and be paid once they have successfully completed the certification. Approval of the application is subject to all other criteria being met. The completion of the certification must be within a 3-year period.


4. funding is for direct tuition expenses.  The following are not covered: textbooks; activity fees; examinations; laboratory fees; equipment; practicums or work term experiences.

5. In the event that the TAP applicant decides to take a different course than what he/she was originally approved for (herein the “new course”), and this results in a change in funding of more than $100.00, the applicant is advised to withdraw their current application and re-apply for the new course by the next application deadline.  If they do not re-apply for the new course, they will be reimbursed for the amount that was originally approved and up to an additional $100.00 subject to submitting their receipts and prior approval. If, however, there is a difference of less than $100.00 between the course that was approved on their application and the new course, he/she would need not reapply, but rather inform Organizational Development of the change as soon as possible. In this case, the applicant will be reimbursed according to the amount stated on their receipt so long as it does not exceed $100.00 greater then the amount that was originally approved.   
PROCESS

1.   Complete the “Application for Tuition Assistance Form” and forward to the Organizational Development Department.  The Application Form will only be considered complete when all sections of the Application Form are completed. Incomplete applications will not be processed.  

2. The application package will be dated upon receipt in the Organizational Development Department, and then be forwarded to the selection committee for review. 

3.  The selection committee will review the applications and approve funding based on the criteria set out in this Policy.  


4. Chair of the Selection Committee will inform applicant(s) of funding decision.

5. Upon successful completion of the course(s) the employee will submit to the Organizational Development Department:  the certificate(s) and/or other adequate proof of completion plus the original receipt(s) of payment.  A hard copy of the “electronic” proof of payment will be accepted.

6. Payment will be based on the receipt provided. 
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