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I. POLICY 

  

This policy addresses eligibility for tuition reimbursement for TCHHN employees.  

Eligibility for tuition reimbursement is determined once an employee has: 

 

 submitted a Tuition Reimbursement Approval Request through TCHHN’s online 

tool, OnBase, by the required deadline; 

 completed and submitted an Education Plan by the required deadline; 

 been confirmed to be in a budgeted full-time or part-time status (20 hours or more 

per week);  

 met the eligibility requirement of having been employed for at least 90 days after 

date of hire (courses started prior to this date will not receive reimbursement); and 

 confirmed employment in “good standing.”  “Good standing” is defined as having 

“effective” or higher performance (including demonstration of the organization’s 

ExCELS core values), and being free of corrective action (written level or higher) 

or a performance improvement plan (PIP). 

 

Note: Meeting all of the above requirements does not guarantee reimbursement approval. 

 

II. PURPOSE 

 

The purpose of this policy is to provide guidelines regarding the financial reimbursement 

opportunities available to employees of The Christ Hospital Health Network (“TCHHN”) 

paying of out-of-pocket tuition fees at accredited educational institutions. 

 

REIMBURSEMENT AMOUNTS: 

FTE Status at Time of Course 

Completion 

Years of Service Maximum Tuition 

Reimbursement Allowance 

.8 – 1.0 FTE Up to 3 years $3,000.00 / Calendar Year 

.8 – 1.0 FTE 3 Plus Years $4,000.00 / Calendar Year 

.5 - .79 FTE Up to 3 Years $1,500.00 / Calendar Year 

.5 - .79 FTE 3 Plus Years $2,000.00 / Calendar Year 

 

 

 

 



  

III. PROCEDURE 

 

1. The Education Plan and Tuition Reimbursement Approval Request e-Form must be 

submitted prior to the fiscal year deadlines, or, if a new employee, after 90 days from 

hire date to the Benefits Department of Human Resources. The application must 

include the employee’s manager’s attestation of good standing.  Late submissions of 

this completed e-Form may result in denial of the request.  The Benefits Department 

will send approval to the employee via email.  

 

The course(s) for which tuition reimbursement is being requested must lead toward a 

degree directly related to the employee’s current position, a different position within 

TCHHN that offers career development, or one that may lead to promotional 

advancement within the enterprise.   

 

2. At the time reimbursement is received, the employee must be employed within 

TCHHN in a budgeted full-time or benefit eligible part-time position and have been 

in good standing from the time of application through the time of reimbursement. 

 

3. Property deposits, CLEP course material, books, examinations, and any fees other 

than tuition are not reimbursable. 

 

4. In order to receive tuition reimbursement, the course(s) must be completed with a 

minimum grade of “C” or a PASS under the Pass/Fail grading system.  Grades 

submitted must be a percentage or letter grade.   

 

5. If an employee receives a grant, scholarship, or other financial assistance not 

requiring repayment, the tuition reimbursement will be reduced by the amount from 

other sources that are indicated on the account summary provided by the educational 

institution, or any other document containing information regarding assistance 

received from other sources.                                                    

 

6. An employee will normally complete classroom assignments, attend class, and 

conduct all related educational activities outside the employee’s regular working 

hours/schedule. However, exceptions may be considered on a case-by-case basis 

subject to the approval of the employee’s department director.  Consideration may 

include such situations as exempt employees for whom such an exception would not 

result in make-up work being completed on another shift and/or schedule which 

would adversely affect the employee’s co-workers, patient care, or hospital 

stewardship of funds (e.g. – creating the need for overtime, increased differential 

expense, bonus pay, etc.).  

 

TCHHN may elect for the employee to use available vacation or holiday time for time 

away from work for approved educational opportunities that fall under this policy. 

Factors for consideration will include whether or not the coursework is offered at any 

other time outside of the employee’s work schedule, and, if not, how a delay in 

completing this coursework could adversely affect the employee’s timeline for 

completing the educational program and the subsequent impact on the organization. 

 



  

7. If an employee needs to make any changes (e.g. substitution, adding, or dropping) 

regarding a course(s) to be taken, the employee should immediately notify the 

Benefits Department in writing. 

 

8. Within 60 days of completing the course(s), the employee must submit the following 

documents to the Benefits Department: 

 Receipt and itemized account summary detailing paid tuition and sources of 

payment;  

 Copy of the final grade report for the completed course(s). 

 

Any falsification or misrepresentation of information will result in the denial of 

reimbursement, or, if already reimbursed, collection of previously paid 

reimbursement and may be grounds for disciplinary action up to, and including 

termination of employment. 

 

9. Tuition Reimbursement is applied to the employee’s tuition allowance for the 

calendar year in which the course ended. Example: 

a. Course completed December 21,2017; 

b. Employee submits necessary paperwork no later than February 21, 2018; 

c. Reimbursement will be issued and credited to 2017 allowance; 

d. Because check was issued in 2018 tax year, reimbursement will also count 

against the 2017 pre-tax limit of $5,250.00. If the employee’s tuition 

reimbursement is over this amount in a calendar year, the employee will be 

taxed on the remaining allowance. 

 

10. Within 30 days of the receipt of all required documents noted above, the Benefits 

Department will process the reimbursement as part of the biweekly payroll, and the 

amount will be included as part of the employee’s regular direct deposit. 

 

11. The employee will be required to reimburse the organization if the employee 

separates employment within two years of completing the course(s) for which tuition 

reimbursement was granted.  Employee must remain active in a budgeted full-time or 

part-time status (20 hours or more per week) to fulfill the two year work commitment.   

 

12. Tuition Reimbursement is not guaranteed and may be denied based on budget 

concerns, ineligibility of coursework, ineligible employee status, or other business 

reasons or needs. 

 

 

RELATED FORMS 

Tuition Reimbursement Approval Request Form 
Education Plan 
 

 

 

 



  

DISCLAIMER 

This policy has been formulated to assist The Christ Hospital Health Network (TCHHN) 

employees in answering questions regarding TCHHN employment, compensation, and/or 

benefits functions.  This policy supersedes any and all prior policies on this topic.  Please 

carefully read this policy.  You are responsible for knowing and understanding the 

contents of all TCHHN policies applicable to you, as well as the interplay among 

TCHHN policies. 

 

THIS POLICY, INCLUDING OTHER MATTERS ADDRESSED IN IT, IS ONLY 

PRESENTED AS A MATTER OF GENERAL INFORMATION.  IT IS NOT 

INTENDED TO CREATE, AND DOES NOT CREATE, A CONTRACT OF 

EMPLOYMENT, EITHER EXPRESS OR IMPLIED, BETWEEN TCHHN AND 

ANY OF ITS EMPLOYEES FOR EMPLOYMENT, HOURS OF WORK, OR THE 

PROVIDING OF BENEFITS.  TCHHN EMPLOYEES ARE EMPLOYEES-AT-

WILL AND EITHER THE EMPLOYEE OR TCHHN CAN TERMINATE THE 

EMPLOYMENT RELATIONSHIP AT ANY TIME.  NO REPRESENTATIVE OF 

TCHHN HAS THE AUTHORITY TO ENTER INTO AN AGREEMENT WITH 

AN EMPLOYEE THAT IS CONTRARY TO THE FOREGOING.  

 

AMENDMENTS/INTERPRETATION: 

TCHHN may implement new or different plans, procedures, and policies should it choose 

to do so at any time.  Additionally, TCHHN may modify, revoke, suspend, terminate, or 

change any or all of its plans, procedures, and policies, including without limitation, 

those in this policy and in the formal documents, in whole or in part, at any time, 

retroactively or prospectively, and with or without prior notice to employees.  TCHHN’s 

interpretation of its plans, procedures, and policies, both in this policy and in the formal 

documents, is final and binding.  These policies will be implemented in accordance with 

the letter and the spirit of federal, state, and local laws and regulations. 

 

EQUAL OPPORTUNITY EMPLOYER/AMERICANS WITH DISABILITIES 

ACT: 

These policies will be implemented in accordance with the letter and the spirit of federal, 

state, and local laws and regulations prohibiting discrimination on the basis of race, color, 

religion, national origin, citizenship, sex, sexual orientation, gender, gender identity, 

genetics, veteran status, age, disability, or any other characteristic protected by law. 

Information concerning TCHHN’s plans, procedures, and policies can be obtained from 

the Administration Office or from Human Resources. 
 

 


