Tolland Public Schools

Procedure for Teacher Course Reimbursement Requests

The following is the procedure to follow for course reimbursement requests as defined in the Agreement between the Tolland Board of Education and the Tolland Education Association, Article 28, Section E:

· All requests for tuition course reimbursement must be submitted via email to the payroll department.  The address is djablonowski@tolland.k12.ct.us 

· A reply via email will be sent to acknowledge that the teacher request has been received.

· A copy of the request and its acknowledgement should be printed and kept on file by the teacher applicant.

· If a question should arise as to whether documentation was sent and received, the proof of acknowledgement must accompany the request. 

The following information needs to be included in the request for tuition reimbursement:
· The title of the course or the intent to take a course.

· The number of anticipated credits to be earned.

· The purpose for taking the course; i.e. for a Masters program, a Sixth Year program, National Board Certification or course work related to your teaching assignment.

· Where the course will be taken.

· The semester in which the course will be taken.

The following documentation is required before the course reimbursement will be paid:

· For proof of course work taken during the current fiscal year, a copy of the grade and credits received.  (Grade earned must be a “B” or higher in order to receive a reimbursement.)

· Proof of amount paid for the course.

 Course reimbursements will be paid after the January 30 deadline and when the course is completed and all documentation is received.  Individuals taking courses in more than one semester will be paid in the order of course presentation.  Individuals should file for courses in chronological order.
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