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Effective October 1, 2005 and until further notice, The Department of Labor & Economic Growth will suspend our tuition reimbursement program regardless of funding source or bureau.

EXCEPTION:  Training that is both MANDATED and FUNDED by federal law for credentialing purposes will continue to be processed.

There are three (3) means by which employees may avail themselves of educational assistance and professional development.

Partial Tuition Reimbursement Policy
The following is the Department of Labor & Economic Growth’s Partial Tuition Reimbursement Policy.

Policy Statement

· Employees who undertake self-development efforts may receive financial support in part by the department, provided the office or bureau where the employee is employed has funds set aside for the specific purpose of educational assistance.  This policy does not affect in-service training efforts normally financed by the department as a part of an overall training program.
Eligibility Conditions

· The applicant must be a permanent, full-time employee of the department and in good standing.
· The course must be endorsed by the division manager and the bureau director (or designee) as being directly related to the employee’s work, and the employee’s participation must be to the benefit of the bureau or department.
· The bureau director (or designee) must give budget approval because funding for reimbursement comes directly from the bureau’s budget.
· The course must be scheduled outside normal working hours.
· Partial tuition shall not cover any items outside of actual tuition costs.  Books, lab fees, registration fees, and so forth are not reimbursable under this policy.
· Reimbursement shall be limited to fifty (50%) percent of actual tuition cost not to exceed $300 per course per employee. Exceptions to the program must be justified and cleared through the Director of Human Resources prior to course attendance.
· An employee shall be limited to partial tuition reimbursement for one course per term, or one course per semester.
· Reimbursements are only made on a prior approved course and upon subsequent verification of satisfactory completion and receipt of payment for the course.
· The department’s Office of Human Resources to which application for Partial Tuition Reimbursement is submitted determines final approval of employee eligibility.  Written confirmation of approval or denial will be returned to the employee and immediate supervisor.
Employee Responsibilities

· Complete application form and obtain supervisor’s and bureau director’s signatures.
· Submit application to the Human Resources Director for final review and approval.
· Submit grade report and receipt of tuition payment to the Human Resources Director within thirty (30) days of completion of the approved course.
Office of Human Resources Responsibilities

· Review application as to eligibility.
· Submit to Human Resources Director for final approval and signature.
· After all signatures have been obtained, send original back to employee with memo denoting tentative approval, and further instructions for submitting final grades and receipts.  If application is not approved, return to employee with memo explaining reason for denial.
· After employee has completed course and returned receipts and grades, submit along with application and completed payment voucher to Office of Financial Services for partial tuition refund.
· Michigan Rehabilitation Services (MRS) is exempt from this Partial Tuition Reimbursement Policy, since it sponsors a degree tuition reimbursement program for its own employees.  Authority for that program stems from Title III of the Federal Rehabilitation Act.  The priority of this program is to ensure that the State rehabilitation agency has qualified professionals directing services to customers.  The program is administered through MRS’s Human Resource Training Unit and is funded by the agency’s federal in-service training grant.
Professional Development Fund
The Professional Development Fund (PDF) was established in 1991 to provide an opportunity for Managerial, Supervisory and Confidential and Business and Administrative Non-Exclusively Represented Employees to obtain partial reimbursement for education or training that is not available through state-offered training or departmental funding sources.  To be eligible, you must have satisfactorily completed your probationary period and be in a permanent position.  Some of the benefits of the PDF are:

· Both college credits and non-degree programs such as professional seminars, conferences, and continuing education credits are eligible.

· The PDF will reimburse 50 percent of eligible expenses.  You must apply for reimbursement after you have completed the course, but before the close of the fiscal year in which the course ended.

· To qualify for PDF reimbursement, you must first comply with the department’s policy on tuition reimbursement.  For instance, you must first apply for tuition reimbursement under the department’s plan.  If the area in which you work does not have money set aside specifically for educational assistance, then you may qualify for PDF reimbursement.

· The PDF will reimburse 50 percent of your expense, with a limit of $1,200 per fiscal year.

· Reimbursement costs are for tuition, books, registration, and lab fees.  If the department were to reimburse you for 50 percent of tuition, the PDF will reimburse only for 50 percent of other eligible expenses, such as books, registration, and lab fee.

Exclusively represented employees are not eligible for professional development funds.  Such employees should refer to their specific union contracts.


Civil Service Training
The Michigan Department of Civil Service (MDCS) offers a variety of training courses for state employees on a variety of topics (e.g., management training, basic labor relations, interviewing skills, how to be a good witness, conflict resolution).  The Department of Labor & Economic Growth’s Office of Human Resources coordinates this training with the MDCS.  A list of courses is available at http://www.state.mi.us/mdcs/asp/HRTDTrain/ByDate.asp.  If you are interested in any of the courses offered, you must complete the C-24 Request for Training/Tuition Authorization for Payment form and obtain your supervisor’s approval.  Your supervisor will then forward the form to the Office of Human Resources, which will schedule the selected training with Civil Service.  Obtainment of bureau director approval is at the discretion of the individual bureau director. Employees should receive a confirmation e-mail from Civil Service indicating that they have been registered.  In the event a class is canceled, employees should receive an e-mail from Civil Service notifying them of the cancellation. 

For group training requests through Civil Service, one C-24 should be completed with the course information, etc. and attach a listing of all attendees with the employee name, number and billing information if different for individual employees.

Other Training/Seminars/Conferences
Many other training programs are available to department employees to improve professional and technical skills.  Professional development is encouraged as we strive to continually improve the quality of services provided to our customers.  Requests for non-Civil Service training should also be submitted on the C-24, with the appropriate supervisory and bureau approval signatures.  The Office of Human Resources needs only a copy of the approved training for inclusion in the employees personnel file.  OHR does not promote, schedule, or arrange training from sources outside DLEG or the Department of Civil Service.  If any training is not considered job related all monetary reimbursement should be reported as taxable income and FICA taxes will be withheld. 
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