EAST CENTRAL COLLEGE

TUITION REIMBURSEMENT REQUEST FORM

ECC dual-credit instructors are eligible to receive financial assistance for approved college study directed toward
improvement of their qualifications. Please review the guidelines for tuition reimbursement as outlined in Policy 5.46.

e Reimbursement of tuition shall be up to an amount equal to 100% of the applicable undergraduate or graduate
educational fee (tuition only, no books or fees of any kind) at the University of Missouri-St. Louis Employee
tuition reimbursement covers tuition only and does not apply toward any special fees or book/supply costs.

e Financial assistance shall be limited to no more than eighteen credit hours for any fiscal year based on course
completion date during which the instructor is employed with East Central College.

e Tuition reimbursement will be subject to IRS guidelines regarding educational assistance.

e Employment is required to continue two calendar years following tuition reimbursement or make repayment.

Applicant Name: Participating High School:
Applicant Full Mailing Address:
Applicant Phone: Applicant Email:

| wish to pursue and/or continue to pursue the following degree/credential/certification:
O MA/MBA/MFA [0 Graduate Hours pertaining to:
[J Post-secondary certificate [0 non-degree credential

O An official and approved degree plan is on file with the ECC Enrollment Office and the ECC Foundation

College/University: Anticipated Completion:

I am requesting to enroll in the following courses for the next fiscal year:

Course # Course Title Credit Hrs. | Time (FA,SPorSU)& YR | Online or In-Person

Tuition Reimbursement Policy: ECC dual-credit instructors are eligible to receive financial assistance for approved college
study directed toward improvement of their qualifications. Reimbursement of tuition only, no fees or books, shall be up to an
amount equal to 100% of the applicable undergraduate or graduate educational fee (tuition) at the University of Missouri-St.
Louis or the tuition fee of the institution in which the employee was enrolled, whichever is less. Employee tuition
reimbursement covers tuition only and does not apply toward any special fees or book/supply costs.

Courses must be taken at a regionally accredited college or university and must be applicable toward a higher degree than the
current highest degree of the employee or a recognized post-secondary certificate or non-degree credential. If the applicant
has a master’s degree but needs eighteen hours in a pathway to teach dual credit, it is acceptable to utilize the
reimbursement program. Exceptions may be made by the ECC Foundation Executive Director when it is deemed to be in the
best interest of the College.
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The employee must complete the Tuition Reimbursement Request Form prior to enrolling in the course(s). Enroliment in the
course(s) should be outside the employee’s normal working hours and must not interfere with the employee’s work
responsibilities.

Financial assistance shall be limited to no more than eighteen credit hours per calendar year or $5,000 maximum
reimbursement for the calendar year. Assistance is based on course completion date, during which the employee is employed
or engaged to meet the teaching standards of East Central College. All East Central College Foundation tuition
reimbursements shall be considered Educational Assistance as outlined in IRS Publication 15-B. Reimbursement amounts
exceeding the published exclusion limit for educational assistance will be considered taxable wages and reported as such on
the employee’s W-2. The College will not consider any tuition reimbursements as working condition benefits as outlined in
IRS Publication 15-B.

Employment is required to continue two calendar years following tuition reimbursement. Should the employee voluntarily
leave the employment of East Central College within one year of completion of coursework for which the employee was
reimbursed, 100% of the tuition reimbursed for the 12-month period ending the date of the last course completed for which
reimbursement was received and 50% of the tuition reimbursed for the prior 12-month period shall be repaid to the College.

Employees voluntarily leaving the employment of East Central College after one year but prior to the completion of two years
of employment following tuition reimbursement shall repay 50% of the tuition reimbursed for the 12-month period ending
the date of the last course completed for which reimbursement was received. Reimbursement due to the College Foundation
for tuition repayment will be invoiced to the employee and the balance due shall be paid by check, cash or credit card through
the cashier’s office within thirty days of the departure.

Employees who, prior to completing the approved course, voluntarily leave the College or are terminated will not be
reimbursed. Records of all education programs completed by each employee will be maintained by the Office of Human
Resources.

Completed Course(s): To receive reimbursement, the employee must submit a transcript or grade report along with a copy of
the detailed invoice/statement from the institution that lists the class credit hour cost to the ECC Foundation Office to verify
that the approved course has been paid in full and completed. Reimbursement can take up to two weeks from time of the
submitting. foundation@eastcentral.edu

Grade Requirements: Grade “B” or better for graduate level course work is required for reimbursement.

Acknowledgment: | have reviewed the Tuition Reimbursement Policy and agree that | am currently eligible for educational
assistance. | acknowledge that | will be responsible for repayment to the College according to policy if | terminate employment
before two calendar years following tuition reimbursement. | acknowledge that according to the policy, reimbursement due to the
College Foundation for tuition repayment will be collected.
*Form must be emailed to both:
Frank Miller, Director, Enrollment Services
Signature/Date frank.miller@eastcentral.edu

Phone: 636-584-6723

Bridgette Kelch, Executive Director, ECC Foundation
bridgette.kelch@eastcentral.edu

Approving Officials: Phone: 636-584-6505
HS Principal Name Printed HS Principal Signature/Date
ECC Enrollment Director Signature/Date ECC Foundation Executive Director Signature/Date
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