TUITION REIMBURSEMENT PROCEDURES 

I.   Reimbursement will be in accordance with contractual language and state/federal law.

II.    Current NJ law, PL 2010, Chapter 13, states:

1.  The institution of higher education must be duly authorized.  The Commission on Higher Education defines a duly authorized institution of higher education as an in-State institution licensed by the NJ Commission on Higher Education or an out-of-State institution licensed by the appropriate state agency and regionally accredited or seeking regional accreditation from an accrediting body recognized by The Council for Higher Education Accreditation (CHEA) or the US Dept of Education.  
2. The employee must receive proper, prior approval for enrollment in the course for which tuition assistance is requested.
3. The course or degree must be related to the employee’s current or future job responsibilities.
(At the present time, it appears we would be staying within the limits of the law by allowing reimbursement if the program:

a. Is related to the job or will maintain or improve skills required in doing the employee’s present job.
b. Will permit the employee to change positions within the College.)
4. Request meets additional criteria in the contractual agreement.
III.   How to Proceed

1. Confirm that the institution is regionally accreditated.*  

2. Provide course by course NACES equivalency certification if needed.

3. Download and complete the Tuition Reimbursement Request form for up to 3 courses (not to exceed 12 credits) per fiscal year. (See Website under HR/Intranet, HR Forms; on Portal under HR, Benefits)
4. Provide written justification explaining how the course/ program meets the relevancy criteria in II.3, above or as indicated in the negotiated Agreement.  Note that a course description is required – one from the school catalogue is acceptable.

5. Submit the form for prior approval.  As in the past, approval is at the discretion of the College.   
6. Final approval will be made upon recommendation of the Supervisor, the Dean, Director, and/or other appropriate supervisor, and the appropriate Cabinet member.  Compliance with the negotiated Agreement and the law will be confirmed by the Dean, HR as the President’s designee.  Appeals shall be to the President.

7. Enroll in the course.

8. Submit grade report or transcript and itemized proof of payment to HR for reimbursement as defined in the negotiated Agreement.

IV.   Important Notes

1. This benefit is determined on a fiscal year, not a calendar year, basis.  Course work that crosses over two fiscal years will be credited to the fiscal year in which the course began.

2. Reimbursement requests must receive prior approval.

3. Transcripts or grade reports must be submitted within one year of the start of the course.

4. Tuition will be reimbursed at the Rutgers University rates.  The rates vary based on the Rutgers program.  A current list of rates is maintained by HR.  It is the employee’s responsibility to provide documentation supporting a rate different from the University rate.

5. Reimbursement is for credit courses only and in a regular degree program.

6. Under IRS Code Section 132, job related educational assistance may be non-taxable as determined by the employer.  

*Regional accrediting agencies.  You can usually find the college or university’s accreditation on its website or look up the institution on the following link to confirm their regional accreditation, which will be one of the six agencies below : http://www.chea.org/search/default.asp  
· Middle States Association of Colleges and Schools, Commission on Higher Education (MSA/CHE)

· New England Association of Schools and Colleges, Commission on Institutions of Higher Education (NEASC-CIHE)

· North Central Association of Colleges and Schools, the Higher Learning Commission (NCA)

· Northwest Commission on Colleges and Universities (NWCCU)

· Western Association of Schools and Colleges, Accrediting Commission for Senior Colleges and Universities (WASC-Sr)

· Western Association of Schools and Colleges, Accrediting Commission for Community and Junior Colleges (WASCACCJC)
