UNIVERSITY OF CONNECTICUT

CLASSIFIED TUITION REIMBURSEMENT PROGRAMS
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For member of the following Bargaining Units/areas

Health Care (P-1) Contract: July 1, 2005 – June 30, 2009

Social Services (P-2) Contract: July 1, 2006 – June 30, 2009

Engineering, Scientific & Technical (P-4) Contract: July 1, 2005 – June 30, 2009

Administrative Residual (P-5) Contract: July 1, 2003 – June 30, 2007

Maintenance Services (NP-2) Contract: July 1, 2005 – June 30, 2008

Administrative Clerical (NP-3) Contract: July 1, 2006 – June 30, 2009

Protective Services (NP-5) Contract: July 1, 2004 – June 30, 2008
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Please Note: This is a two part process.  The application is submitted at the beginning of the semester.  The documentation supporting your application (grades and fee statement) is submitted at the end of the semester.

GENERAL GUIDELINES

Each of the above bargaining union contracts has different and specific limitations governing the amount per credit to reimburse; restrictions on the allowable credits per semester, as well as restrictions on undergraduate or graduate coursework availability. Individual contracts should be consulted for more specific details.

All courses must be taken at fully accredited Connecticut colleges or universities.  Other schools providing trade instructions or special occupational training that are approved by the State Board of Education will be accepted.  Institutions located outside the State of Connecticut will be considered if the employee shows good cause.  (An example of good cause is that the out-of-state institution is closer to the employee’s home or the course of study is not offered at an in-state school).

Courses are normally taken outside of regularly scheduled hours of work. If the course(s) are taken during the employee’s regular working hours, a Temporary Flexible Schedule Request must be completed by the employee and approved by the designated supervisor out of the bargaining unit. Employees should submit the completed schedule request along with their tuition reimbursement application.


Participation in this program is subject to the availability of the funds negotiated by each bargaining unit.  Payment will be made only if the employee is still employed by the State of Connecticut on the last day of class for each course completed.
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APPLICATION PROCEDURE
· Classified tuition reimbursement applications are available at http://www.das.state.ct.us/HR/HR_Forms_Index.htm.

· Employee submits application to Human Resources at the beginning of the semester in which the course is being taken.

· Applications are reviewed by Human Resources and the employee is informed if the application is tentatively approved or not qualified. 

· HR places the employee on the “Tuition Priority Log” (An Excel spreadsheet with the following information: employee name, employee number, # of credits, class name and number). The priority list is faxed to the Office of the State Comptroller (OSC).  OSC tentatively sets monies aside for the employee, pending appropriate and timely end of semester documentation.
· Reimbursement is subject to the availability of funds. 
REIMBURSEMENT PROCEDURE

(End of the semester documentation)

· At the end of the semester the employee must forward a copy of the following documentation to Human Resources:

· Course Grade Report- clearly identifying the student, the institution attended, the course name, and the course grade

· Paid Fee Receipt- clearly identifying the student, the institution attended, the course, and amount paid for the course (paid fee bill showing a zero balance)

· When the documentation is approved by Human Resources, the application, grade, and fee statement are sent to the State comptroller’s Office for processing and payment.
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Deadlines
Applications should be submitted at the beginning of the semester

Documentation should be submitted at the end of the semester as follows:

Summer Semester~ September 15th

    Fall Semester ~ January 15th

    Spring Semester ~ June 1st
Direct Questions and completed applications to

Patricia.a.geissler@uconn.edu
Dept. of Human Resources

 Unit 5075, 9 Walters Ave.

  Storrs, CT  06269-5075
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