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PROCEDURES

Course Enrollment:

1.
An eligible active or inactive employee applies for reimbursement approval for enrollment in a specific course by completing Section A of Form P-53, “Application for Educational Assistance and Repayment Agreement,” and submitting the application to his/her supervisor.  This includes the employee signing the form or designated signature line at end of Section A.  Failure to sign the form will result in a denial of eligibility for tuition reimbursement.  An eligible active or inactive employee must include information regarding scholarships, grants, or other financial aid received (not including personal or student loans) on the application form.  Such amounts will be subtracted before reimbursement is determined in Part II of “CT-Educational Assistance Reimbursement Request Form.”  Failing to notify the department of scholarships, grants, or other financial aid could result in discipline up to and including termination.

An eligible inactive employee with a disability, applying for educational assistance through the department, must also apply for financial assistance through the Missouri Department of Elementary and Secondary Education (DESE), Division of Vocational Rehabilitation.

2.
The immediate supervisor is responsible for completing Section B of Form P-53, “Application for Educational Assistance and Repayment Agreement,” and submitting the application to the human resources manager or support services manager for completion.
3.
The immediate supervisor is responsible for ensuring that a male between 18 and 26 years of age has registered with the selective service system prior to processing his Form P-53, “Application for Educational Assistance and Repayment Agreement.”  A supervisor can verify registration status for selective service by accessing the web site http://www.sss.gov/records.htm.  Forms for registration may be picked up at a local post office or accessed through the Internet at http://www.sss.gov.

4.
The human resources manager or support services manager completes Section C of Form P-53, “Application for Educational Assistance and Relocation Agreement,” and is responsible, prior to approval, for verifying the accreditation of the school, verifying employee’s date of employment, the employee’s status of employment, and determining that the objective of the requested course/degree is consistent with this policy and MoDOT’s stated strategic plan.  District engineer/division leader/state engineer or designee with delegated spending authority will complete Section D of Form P-53, “Application for Educational Assistance and Repayment Agreement.”  Once it is approved, it should be sent to the Human Resources Division, Central Office, for the purpose of recordkeeping.  

5.
The district/division/office is responsible for approval to any adjustments made to eligible active employee’s work hours as to not create an undue hardship on the work unit.  If the work hours are adjusted, the eligible active employee should make up the time absent from work on the same day the absence occurs, or take accrued annual leave or compensatory time.

6.
The human resources director is authorized to grant additional reimbursement on a case-by-case basis of up to three additional credit hours beyond the maximum available each calendar year.

7.
The Human Resources Division, Central Office, is responsible for notifying the districts/divisions/offices when the University of Missouri rates change.

Course Completion:

1.
An eligible active or inactive employee requesting reimbursement after completing a course must complete Form A-975, “CT Educational Assistance Reimbursement Request Form,” within 60 days of completing the course and attach the following documents:

A.
A copy of the detailed invoice/statement showing full payment (it may also be necessary to include a copy of the payment receipt if the statement does not show payment).

B.
An official notification of the grade.

C.
A copy of the approved Form P-53, “Application for Educational Assistance and Repayment Agreement.”

D.
A copy of any material related to the amount of financial aid received.

2. The completed form and accompanying documents shall be signed by the district/division/office and sent to the applicable Business and Benefits Support Office or the Controller’s Division for Central Office employees, for processing. 

FORMS

Forms referenced can be accessed and completed on-line at the department’s Intranet site, Form P-53, “Application for Educational Assistance and Repayment Agreement” and “CT-Educational Assistance Reimbursement Request Form.”

