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.  PURPOSE:

To encourage employee self-improvement, thereby increasing their value to the Township
by pursuing courses of study related to the work of the Township.

Il. POLICY STATEMENT:
The Charter Township of Northville will support and invest in its employees in the
advancement of their skills by providing reimbursement for continuing education expenses
subject to the availability of funding.

lll. SCOPE:
All full-time and permanent part-time employees of the Township (as defined in 5.2.001
Employment Classifications) will be eligible and covered by this policy. Amounts eligible
for reimbursement may differ based on collective bargaining agreements.

IV.  DEFINITIONS:
1. Tuition Reimbursement:. Any approved, degree related course work requested for the
pursuit of self-improvement and professional development.

V. PROCEDURES:
1. The approval of all tuition requests will be contingent upon the availability of funding
and the value added to both the employee and the Township.

2. Continuation of this program will be the sole discretion of the Township.

3. Employee must request reimbursement prior fo enroliment using the Tuition Request
form.

a. Items eligible for reimbursement include course fees, books, and miscellaneous
fees excluding those incurred due to the employee’s negligence (i.e. late fees)

4. The department Director must authorize the Tuition Reimbursement request and the
budgetary funding for the reimbursement request prior to the date of enrollment and
assign an appropriate General Ledger number using the Tuition Request form.

a. Course of study must improve the employee’s skill on the present job. This
includes courses designed to update employees in the technology of their
frades or occupations.



b. Course of study may also relate to the job description of the next job in the
logical development of the employee’s career, or to prepare for openings
that are expected to occur in the future.

5. The Human Resources Director must authorize all classes prior to the date of
enrollment.

a. The educational institution must be recognized, approved, or accredited by
an appropriate agency such North Central Association (NCA), State Board of
Education, United States Department of Education, or other nationally
recognized approval agency.

6. Tuition costs will be refunded in accordance with the following considerations:

a. The IRS determined annual maximum for tuition reimbursement per fiscal year
for the cost of tuition, books, fees, or any other related costs. For 2023, that
amount is $5,250.

b. Date of course completion will be used to determine the fiscal year to be
charged. Course completion is the date in which the final examination is
completed, or the final required assignment is completed.

c. The Township will provide reimbursement upon completion of the course in
question and upon satisfactory proof of payment (to include courses and fees)
so long as a letter grade of “C” or better is achieved by the employee.
Appropriate evidence of the grade achieved is required.

7. No external course work under this policy will be scheduled during an employee’s
regular working hours, unless prior approval is received from the department Director,
or his/her designee. These hours may not be compensated.

VI. FORMS:
5.3.004.1A Tuition Request Form

VII.  RESPONSIBILITIES:
The Human Resources Department will maintain records to ensure that refunds to an
employee do not exceed the limits set forth in this policy and/or collective bargaining
agreements.

VIII. ENFORCEMENT:
Employees found in violation of this policy may be subject to disciplinary action up to
and including termination.

1X. HISTORY
Created 02/17/2021
Revised 04/14/2022
Revised 01/24/2023
Revised 02/16/2023
Reviewed 05/25/2023



Revised 09/28/2023
Reviewed 05/16/2024
Reviewed 05/16/2025



