Tuition Reimbursement
for Co-operative Education Students (Co-ops)
The Tuition Reimbursement (TR) program is designed to help employees develop. In the case of co-ops, the benefit helps defray a portion of continuing education costs. It is not intended to cover all educational costs, but is designed to assist with undergraduate college tuition.
Eligibility/Benefit

· Co-ops are eligible for educational assistance during work terms starting with their first work term. They are eligible for TR for courses taken during work periods only.  

· Reimbursement only applies to classes related to the Co-op’s major.

· Co-ops must attend an accredited college, university, vocational technical school, accredited correspondence program or professional certification program. 
· Co-ops can apply for reimbursement of up to $5,000 in a calendar year. Reimbursement will cover 100% of tuition and activity fees, for grades C and above, and/or for a “passing” grade in a pass/fail course. 

· Reimbursement does not cover books and supplies, late charges, parking fees (unless required by the school), travel expenses, athletic fees or health fees. 

· Each Co-op must apply for and use any available financial aid before using Company funds. Examples are Veterans Administration benefits, the Alabama Student Grant and the Georgia Hope Scholarship. This amount will be subtracted from the requested reimbursement.

Process

· A Co-op must obtain ADVANCE permission from the current manager for the course to be eligible for reimbursement. The manager will also be asked to approve an electronic enrollment form.

· An enrollment form (found on the Tuition Reimbursement page on HR Direct) must be completed before the class begins. 

· When the class is over, a reimbursement form must be submitted, and grades and a tuition receipt must be sent to HR Direct. Credit Card receipts are not acceptable.

· The reimbursement is delivered via the company payroll system on the first paycheck after the request is approved.  

· Application for reimbursement may be made up to one year (365 days) after completion of the course.

QUESTIONS? Contact HR Direct at 1-888-678-6787

