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Advanced Degree Pre-Approval 
& Tuition Reimbursement Checklist
You have entered an advanced degree program and/or have expressed interest in the tuition reimbursement program.  
The following items are necessary for reimbursement; please submit these items before the first day of your class.

.  _____ Letter of acceptance into graduate program (required for approval)

   _____ Signed Advanced Degree Pre-Approval Request
To receive tuition reimbursement, you will need to submit:

_____ At the beginning of each semester, a list of classes you are taking
_____ At the beginning of each semester, proof of payment/cost of course (paid receipt) that includes the                  tuition cost breakdown or per credit hour cost. 

_____ At the end of each semester, proof of successful completion of course (transcript). 
A. REIMBURSEMENT FOR TUITION

Members of the bargaining unit may, with prior approval of the superintendent, receive reimbursement for tuition costs (books, fees, etc. are not included) under the following circumstances:

· Courses taken as part of a recognized master's degree program in the field of education from a college or university’s Education Department; or courses taken as part of graduate programs that lead to a specialist degree, building-level license, district-level administrative license, Ed.S., Ed.D, or Ph.D.

· Reimbursement for any tuition would not exceed one-half of the actual cost, up to a maximum of $500.00 per course.

· Payment would be made upon presentation of evidence that the course was successfully completed and are typically dispersed in June.
· If a teacher receiving tuition reimbursement leaves the employment of USD 262 within one year of payment the teacher will repay the reimbursement amount.  If the teacher does not complete the program according to the schedule established by the degree granting institution, the teacher will repay the reimbursement amount.

· The total amount for all payments under this section shall not exceed $40,000.00 per year.[image: image1.png]
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