ASO/USO EDUCATIONAL ASSISTANCE GUIDELINES

1. Requests for educational assistance must be approved by the Continuing Education Secretary prior to the start of the course via phone or e-mail.

2. Such requests for assistance must be submitted prior to each semester or term. Requests submitted more than a semester/term in advance will not be accepted.   

3. Payment of requests shall be made in the following order:  Tier I approved expenses will be reimbursed, up to $700 per person per semester/term, in the ordered received.  At the end of the fiscal year, if remaining funds are available, Tier II required equipment will be reimbursed, up to a maximum of $100 per person for the fiscal year.  If funding is still available after Tier I and Tier II expenses are reimbursed, the remaining funds will be used to reimburse Tier III expenses (see the Tier diagram attached for further information.)
4. Additional materials or supplies that are not required for courses given through adult education, high school or college level institutions shall be borne by the member.
5. All course and seminar expenses for reimbursement must be submitted no later than 30 days after completion of the course.  A completed preliminary approval request form and all itemized receipts must be submitted to the Continuing Education Secretary.  Failure to do so shall result in non-reimbursement of funds.

6. Decisions made by the Continuing Education Secretary are final and binding.
EXCEPTION:  Courses and/or seminars that are required through the evaluation process or for job retention purposes need to be directed to the employee’s supervisor for MEA payment in place of the Continuing Education Fund.
Reference:  1996-04 Master Agreement, Article 19.4
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