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Policy on Employee Education & Training

To definethe Board' s endorsement of employeetraining and set thelevels of reimbursement
for the cost of those programs. The Board understands the importance of atrained work
force. The Board also understands theimportance of insuring that public funds are used only
for public purposes. This policy attempts to define educational reimbursements in terms of
these two principles.

The various job related educational and training opportunities avail able to town employees
tend to fall into three categories. Each of these categories has an associated reimbursement
plan and participation guidelines.

1. The Town categories job related course work as follows:

Continuing Education: these are classes associated with courses of study. They aretypically
part of a college degree or certificate program. These classes typically run once or twice a
week for several months. Some of the required and/or elective courses may beall or in part
job related, some may not be at all. Attainment of the associated degree or certificate may be
required for professional advancement.

Professional Certification Courses. Each courseif typically two to five dayslong and has
an associated certifying examination. These courses may be grouped into professional
certification categories. Some or all of the work may be job related. Attainment of the
associated certification may be arequirement for professional advancement.

Skill Seminars: Each classistypically several hoursto several dayslong. Thereistypically
no associated certification or examination, These courses are generally not part of a
professional development program and areintended to impart aparticular skill or skill set to
the attendees. Most or al of the work should be job related. Compl etion of the course work
istypically not arequirement for professional advancement.

2. Requests for town reimbursed or town paid training must be approved in advance.

3. Funds for tuition reimbursement must have been included in the Town Meeting
appropriation.

4. The Town must receive benefit from the employee attending the class or seminar. In all
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cases, the class or seminar must be specifically job related to quality for payment or
reimbursement.

5. The employee' s supervisor will identify the requested training as one of the three
categoriesidentified initem#1. The guidelinesfor attendance and reimbursement approval is
defined below.

6. Guidelines for continuing Education Programs.

The Town will reimburse employees for up to onejob related class per semester. The class
must be approved in advance. The Town will not reimburse the employee for books,
materials, transportation, or other costs associated with the course. All books and materials
will be the employee’ s property. The classis assumed to be part of the employee’ s personal
professional development and isassumed to occur on theemployee’ stime. If the class occurs
during business hours, that timeiseither unpaid or taken against accrued vacation. If the class
is held during business hours, the employee’ s supervisor’s supervisor must grant approval.
Tuition reimbursement requires asubmitted copy of the enrollment and grade reports showing
cost and performance. Reimbursement of tuition isbased on thefinal coursegrade. Therate
of reimbursement if 100% for an A (90-100), 80% for a B (80-90, 60% for aC (70-79). No
reimbursement isavailablefor gradesunder aC (69 or less). Pass/Fail coursesarereimbursed
at 90% for a passing grade with no reimbursement for afailure.

7. Guidelinesfor Professional Certificate Courses.

TheTown will reimburse employeesfor up to threejob related certification courses per year.
The class must be approved in advance. The Town will reimbursethe employeefor booksand
materials. Transportation or other costs associated with the course will generally not be
reimbursed. The Board of Selectmen may chooseto reimbursefo travel withamajority vote.
All books and materialswill bethe Town’ sproperty. Theclassisassumed to be primarily part
of the employee’ s personal professional development and is assumed to occur on the
employee’ stime. If the class occurs during business hours, that timeiseither unpaid or taken
against accrued vacation. If the classis held during business hours, the employee’s
supervisor’ s supervisor must grant approval. Reimbursement requires asubmitted copy of the
enrollment and associated certification test results showing cost and performance. The cost
will be fully reimbursed upon successful completion of the associated test. Thereis no
reimbursement if the test isfailed or not taken. Reimbursement for certification courses
requires asigned letter of commitment from the employee. Thisletter states the employees
intent to remain with the Town for a period of eighteen months after compl etion of the
associated certification test. Should the employee resign prior to the eighteen months, the
employee agreesto refund the cost on a prorated basi s (one eighteenth of the reimbursement
for each month).

8. Guideinesfor Skill Seminars.

The Town will pay for or reimburse employees for up to two job related seminars per year.
The seminar must be approved in advance and must bedirectly job related. The content of the
seminar must impart a skill or knowledge which will directly benefit the Town. The Town
will pay for or reimburse the employee for any books and materials. Transportation or other
costs associated with the course will aso be reimbursed. All books and materialswill bethe
Town'’s property. Attendance at the class is assumed to be primarily result of Town need
rather than as a part of the employee’ s personal professional development and isassumed to
occur on the Town’ stime. If the class occurs during business hours, that timeis paid. If the

class occurs outside the normal business hours, the timeis not paid.
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9. Thispolicy does not apply to official certification programs offered by professional
organizations such as the Massachusetts Municipa Association. Such programs, when
approved by the employee' s supervisor and attended by the appropriate public officialswill be
fully paid. Such payment will include reimbursement for expense

10. Thispolicy appliesto employees of the Town who fall under the control of the Board of
Selectmen and to training opportunities not covered by collective bargaining agreements.

11. Thispolicy appliesto employee initiated “ off site” training.
12. Situationsin which the Town hosts such programs are outside the scope of this policy.

13. Thispolicy will apply to all classesor seminarsnot currently in session or approved at the
time of adoption.



