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Course Reimbursement Form
During the academic year, MEVA will reimburse teachers up to $1,500.00 per semester ($3,000.00/ academic year) for content course classes or exam expenses for staff who are working towards Maine Certifications and/or Highly Qualified Status. Classes and materials that are available for reimbursement must be in the staff member’s current content department at MEVA. Exam fees for the Praxis series may be covered pending approval by the CEO/Head of School under PD (different form). 
Travel costs, meals, tolls and any expense beyond the class cost and materials for the class or cost of the test will not be eligible for reimbursement.  An employee will not be eligible for course reimbursement if they withdraw from an approved course or if the approved course is canceled. The employee is required to immediately notify the HR/Office Manager if they withdraw from an approved course or if the course is canceled. 
If the employee receives an incomplete in a course, the employee will have until the end of the following semester in which to complete the work and have the incomplete removed.  Failure to complete the work will prohibit the employee from participating in the tuition reimbursement plan and any advance payments received must be repaid to MEVA. Reimbursement is contingent upon earning B- or higher. Failure to satisfy the minimum passing grade will result in denial of payment and/or the employee shall repay the full amount of the advance for the course to MEVA. 

Reimbursement Approval Process
1. Submit class/test documentation for approval to the CEO/Head of School prior to taking the class or exam.
1. Complete the course/exam and receive a grade of B- or higher and/or an exam score that exceeds the Maine Department of Education cutoff.
1. Submit documentation of grade/score along with receipts and the signed approval form to the MEVA HR/Business Office Mgr. 
1. Upon receipt of reimbursement (or payment to the school directly on the staff members behalf), the staff member agrees to continue working for one additional school year at MEVA. If the staff member leaves MEVA before completing one full school year of service following the reimbursement, the monies paid out will be deducted from the employee’s final paycheck. 

	Course Name
	Content Area Addressed
	Cost of Course/Materials/Test


	
	
	


	
	
	




CEO Initial Approval of Reimbursement: _____________________________________   Date: __________

[bookmark: _Hlk5863557]Employee Agreement: I, ________________________, agree to work for MEVA for the full school year and understand that if I leave sooner, I will have the monies that I received (or paid on my behalf) for tuition reimbursement deducted from my final paycheck at MEVA. If a class is taken during the summer, then you agree to work for MEVA for the following full school year and understand that if I leave sooner, I will have the monies that I received (or paid on my behalf) for tuition reimbursement deducted from my final paycheck at MEVA.


_____________________________________________________________________________________________
Signature 							         Date                                                        

HR/Office Manager Approval: __________________________________ Date: __________________________
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