Education Assistance/Tuition Policy
Sample Policy #1
        
Educational Development: 
1. Staff members shall be encouraged to take appropriate college courses, vocational courses, or workshops to improve their competencies in library work. 
2. Whenever possible, the supervisors shall authorize changes in work schedules, providing   that time is "made up" and that normal library services are not disrupted. 
3. The Library budget shall include an amount, to be determined by the Board, to defray tuition and fee expenses for employees. 
4. Employees should request permission as far in advance as possible, and date of application may be considered in the decision to grant the request. Application should include a description of coursework, schedules, a list of fees, and a statement concerning the benefit to the library. Primary consideration will be given by the Board to those applications which offer a direct benefit to the Library. 
5. Grants will be given only to employees with at least one year of service. The employee shall agree to return any tuition grant to the Library if he/she leaves employment within one year after course completion. 
6. The___________(Board/Director/Supervisors) will approve applications for any request more than $_______cost to the Library. Approval is discretionary and the Library will not be obligated to expend all budgeted funds. 
7. The ____________(Board/Director) may request an employee to enroll for outside coursework, in which case the Library will pay all legitimate expenses and allow paid time off to attend classes and complete coursework.
Sample Policy #2 
Continuing Education Policy
 
Purpose
To better serve the citizens of                      County, all employees providing library information service to the public shall obtain and hold the appropriate certificate of librarianship as issued by the Kentucky State Board for the Certification of Librarians.  
 
Levels of required certification, in summary, are: Professional (I, II) Paraprofessional, and Library Experience.   Library staff positions and their required certificates are listed in the Certification Manual provided by the Kentucky State Board for the Certification of Librarians.  
 
Development and Training of Staff
All staff members are expected to familiarize themselves with the library policies as described in the                            Policy Manual.  The Director is responsible for the development of staff members.  
 
The Library shall pay for tuition, travel, books, software, lodging, and time spent at the continuing education events.  However, travel will not be reimbursed for travel to semester-length on-campus classes taken at local colleges/universities.  Only one class per semester for each person will be paid for by the Library.  Certification fees assessed by Kentucky State Board for the Certification of Librarians will be paid for by the Library.
 
For initial certification, the following opportunities will be provided by the Library:
· College credit courses that relate to staff members’ work & are approved by Kentucky State Board for the Certification of Librarians.
· Two-week Public Library Institute as provided by Kentucky Department for Libraries & Archives.
 
For certification renewal, the following opportunities will be provided by the Library:
· College credit courses that relate to staff members’ work & are approved by Kentucky State Board for the Certification of Librarians.
· Continuing education events provided by Kentucky Department for Libraries & Archives.
· Continuing education events provided at universities and colleges that relate to staff members’ work & are approved by Kentucky State Board for the Certification of Librarians.
· Continuing education events that provide certificate of education awards & are approved by the Kentucky State Board for the Certification of Librarians.
 
Staff requirements:
Staff members are required to meet certification standards within five years of receiving Temporary Certification status as provided by the Kentucky State Board for the Certification of Librarians.  Once staff members are awarded their five-year certification, they will submit Annual Summation of Learning Activities to the KDLA Continuing Education Consultant.  When they are to renew their five-year certification, they will submit a Renewal Application for Certification of Librarianship to the KY State Board for the Certification of Librarians.
 

Sample Policy #3
Tuition reimbursement 

Library certification

The Library pays for application and renewal fees for certifications that are a requirement of employment.

The Library requires that all full-time staff members that provide information services be certified. Some semi full-time or part-time staff may be certified at the Library’s discretion. 

Conferences and Workshops

The Library will reimburse staff members who attend continuing education workshops and conferences in order to receive certification.  Within the limitations of the budget, the Library will pay for workshops and conferences, especially when they apply toward certification. Record of attendance must be delivered to the Human Resources Manager.
Certification Requirements
Employees who enroll in secondary education classes in order to complete requirements for certification will be reimbursed.  Flexible scheduling arrangements for class attendance may be made with the employee’s supervisor.  



Continuing Education

The Library encourages staff to further their education. Tuition reimbursement is available to employees taking classes that will assist them in their job responsibilities or for classes that would apply toward advancement within the Library. Employees who currently have a Master’s in Library Science are not eligible for tuition reimbursement. 

Reimbursement will be made to employees for one-half (1/2) of the tuition cost of each class successfully completed. Employees may apply for reimbursement for up to two (2) classes each calendar year. There is a $500 per class maximum for reimbursement. 

Employees who apply for reimbursement must present proof of tuition costs and evidence of a satisfactory grade. (Satisfactory grades are considered to be an A or a B. In the case of pass/fail grading, a passing grade is satisfactory.)

Employees requesting tuition assistance must have completed their introductory evaluation period with satisfactory ratings. 

Tuition reimbursement requests should be made in advance of taking any classes for which reimbursement would be requested. All requests for tuition reimbursement must be approved by the Library Director.
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