Department of Army, Office of the Deputy Chief of Staff, G-1, Assistant G-1 for Civilian Personnel,
 North Central Area, Human Resources Development Division, 

Rock Island, IL


STANDARD OPERATING PROCEDURE  97-18(T)
TUITION ASSISTANCE:  Policy and Procedures
July 2007

1. Purpose: Prescribe employee procedures to obtain tuition assistance for self-development through college courses.  Courses approved in accordance with this standard operating procedure (SOP) are mission related and in the best interest of the Assistant G-1 for Civilian Personnel, East Region, North Central (NC) Area.
2. Coverage: This policy and its accompanying procedures apply to all full time permanent NC Area employees.  Employees working under temporary appointments or the Student Career Employment Program (SCEP) are ineligible for assistance under this policy.  
3. Scope: The Office of NC Area Manager may pay up to 100% of tuition costs for college/university courses if the course meets one or more of the following criteria:



a. Supports the organization’s strategic plan.
b. Improves an employee’s current job performance.
c. Supports development of an employee’s core competencies, as defined by an Army  Civilian Training, Education and Development System (ACTEDS) plan.
d. Allows for expansion or enhancement of an employee’s current job.
e. Enables an employee to perform needed duties outside of his/her current job at the      same level of responsibility.

f. Meets organizational needs in response to human resource plans, downsizing, restructuring and/or program changes.  
4. Course Attendance and Tour of Duty: Employees can not be relieved of their full-time tour of duty to attend courses. 
5. Responsibilities and Procedures:

a. Employee.


(1) Request tuition assistance requests by filling out a request on the tuition 
assistance web link:  
https://nccpoc.ria.army.mil/SQLM2M/TuitAsstNEW/Student1.asp. Make a separate 
tuition assistance request for each college course desired. Each course request requires 
a course description and a specific justification 
of how the course will enhance 
current 
skills and abilities while executing job responsibilities. Failure to complete the request 
in its entirety may eliminate the request from further consideration.  

(2) Submit course requests PRIOR TO course enrollment/start date. Tuition assistance requests will not be approved for courses that have already started: 
regulation prohibits retroactive approval.   In such cases, the employee is responsible for all costs associated with the course. 

(3) Register as a student with the school and sign up for the course.  A tuition assistance payment cannot be made to the school until the employee is registered.  IMPORTANT:  Be mindful of cancellation policies.  An employee must follow school 
cancellation policies to avoid cancellation fees.  Cancellation fees are not covered by this policy and are an employee responsibility.

(4) Sign a Tuition Service Agreement. The agreement must be printed from the web page, completed by the employee and mailed to HRDD.

(5) Successfully complete each course as defined in Paragraph 8 below. Upon course completion, forward a copy of the final grade report to HRDD.  If an employee does not earn the minimum expected grade, repayment of the entire tuition assistance amount is due to HRDD by the end of the fiscal year.  Repayment is an employee responsibility.

(6) Notify HRDD PRIOR to changing courses that are approved for tuition assistance.  Changing a course after receiving tuition assistance approval is not authorized without prior HRDD approval.  Course changes do not guarantee retention of tuition assistance funding; funding may be withdrawn based on the requested course change.


b. Supervisor.


(1) Discuss employee training needs with employee. An Individual 
Development Plan (IDP) is helpful in documenting this process. 


(2) Provide a timely response to HRDD regarding tuition assistance 
recommended approval/disapproval.
            c. Human Resources Development Division (HRDD).


(1) Ensure schools are approved /accredited.



(2) Retain overall responsibility for the tuition assistance program.  
Coordinate, monitor, conduct training needs survey and market the program to 
the NC Area.   


(3) Collect, review, and prioritize tuition assistance requests in 
accordance with the priority table in paragraph 7 below.



(4) Collect tuition assistance agreements. 



(5) Work closely with Resource Management to ensure tuition 
assistance requests do not exceed budget and to ensure payment of approved 
courses.


(6) Prior to notifying the employee of approved tuition assistance, 
HRDD will contact first-line supervisors to obtain supervisor concurrence for 
course approvals.




(7) Present prioritized requests to Area Manager for approval.




(8) Notify employees when courses are Area Manager approved or 


disapproved.


(9) Pay for courses with HRDD government credit card. 


(10) Collect and maintain employee’s final grade reports and verify 
successful course completion.


(11) When applicable, collect appropriate refunds from schools and/or 
repayments from employees.


(12) Keep Area Manager apprised of program progress and results.


d. Resource Management.


(1) Collaborate with HRDD regarding funding for tuition assistance 


program.


(2) Authorize payment for classes, utilizing the government purchase credit 

card.
            e. NC Area Manager.   Approve / disapprove tuition assistance requests and make 
funding decisions.
6. Funding Approval and Prohibitions: 

a. The NC Area manager decides the amount of tuition assistance for any individual course.  The NC Area Manager may pay a portion of OR all of the costs associated with a course (tuition, books, lab fees).  

b. This policy does not fund the following elements related to college courses, the following items are employee funded.   



(1) Supplies, equipment, parking fees or travel costs. 


(2) Registration, matriculation, GMAT, and CLEP fees.


(3) Cancellation fees.  

c. Employees receiving scholarships, grants, or VA education benefits (that constitute 100% of their course expenses) may not simultaneously participate in this tuition assistance program.           
7. Tuition Assistance Priority Table:  Tuition assistance is subject to availability of funds. The following table prioritizes Tuition Assistance requests.       
Priority Table  

	1
	Supervisors -  (No Undergraduate Degree) - Undergraduate Courses

	2
	Functional Trainees (No Undergraduate Degree) - Undergraduate Courses

	3
	Specialists (No Undergraduate Degree) - Undergraduate Courses

	4
	Assistants/Support Staff (No Undergraduate Degree) - Undergraduate Courses

	5
	Supervisors - Graduate Courses

	6
	Specialists - Graduate Courses

	7
	Functional Trainees - Graduate Courses

	8
	Assistants/Support Staff - Graduate Courses


8. Successful Course Completion:  An employee successfully completes a course when: 

a. he / she receives a passing grade for pass/fail subjects;    

b. he / she receives a grade of "C" or better for undergraduate classes;     

c. he / she receives a grade of "B" or better for graduate level courses.
9. References:

a. United States Code, Title 5, Chapter 41, Subchapter 4107.


b. 5 Code of Federal Regulations, Part 410.


c. AR 690-400, Chapter 410.

d. OPM Training Policy Handbook: Authorities and Guidelines

e. MEMORANDUM FOR SEE DISTRIBUTION: Clarification of Civilian Academic Degree Training Approval, dated 20 July 2006, (DAPE-CP). 


APPENDIX: Service Agreement for Tuition Assistance for Assistant G-1 for Civilian Personnel, East Region, North Central Area.

Disclaimer:  This policy can change at any time and will supersede any previous policy.
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