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REIMBURSEMENT FOR TUITION GUIDELINES
Revised July 2026

Guidelines provided are in accordance with the collective bargaining contract between the Southington Board of Education and Southington Education Association July 1, 2025 through June 30, 2028; Article XXIX, Tuition Reimbursement.

Step 1: SUBMISSION OF YOUR REQUEST 
1. Approval must take place prior to taking coursework.
2. Complete Sections 1, 2, and 3 of the Tuition Reimbursement Request/Approval (page 2).
3. Submit to the HR office.
4. Upon receipt and review, the form will be forwarded to the assistant superintendent for approval.
5. Upon approval, you will be sent a copy of the signed form for your records.

Step 2: COURSE(S) COMPLETE, SUBMISSION OF TRANSCRIPTS AND VERIFICATION OF PAYMENT TO UNIVERSITY
Upon completion of your course(s), submit to the HR office:
1. Copy of your transcript(s) for verification of B+ or higher grade.
2. Verification/Receipt of payment to the university.

Deadline Dates
1. Preapproved forms submitted for coursework in July-April will be considered for reimbursement in the fiscal year they are submitted. 
2. Preapproved forms submitted for coursework in May and June will be considered for reimbursement in the following fiscal year. Such courses submitted in May and June will be deemed “first credits.”

Additional Details Associated with Requests/Reimbursement
1. The Board will provide tuition reimbursement for up to six credits for graduate level courses during each fiscal year.
2. Applicants must hold a master’s degree and been employed by the Board as a teacher for a minimum of two complete school years.
3. Courses must be taken in a program approved by the Superintendent or his/her designee.
4. Must earn a grade of B+ or higher for the course.
5. Upon completion of the first preapproved course, teacher will be reimbursed for the cost of the course, subject to a maximum of eight hundred fifty dollars ($850) for the course.
6. At the end of the school year, any remaining balance in the tuition reimbursement account will be distributed among all eligible and approved applicants who completed a second course, subject to a maximum reimbursement of eight hundred fifty dollars ($850) for the course.
7. Payments will be made at the end of the year (second payroll in June).
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TUITION REIMBURSEMENT REQUEST/APPROVAL

SECTION 1: COURSEWORK APPROVAL REQUEST

	Date of Request:
	[bookmark: Text1]     
	School Year:
	[bookmark: Text2]     



	Teacher Name:
	[bookmark: Text3]     

	School:
	[bookmark: Text4]     

	Supervisor who is endorsing this request:
	     



	Date of Hire:
	[bookmark: Text5]     
	Do you have your master’s degree?
	[bookmark: Check1][bookmark: Check2]Yes |_|   No |_|



	Verification of Eligibility from HR:
	[bookmark: Text6]     
	Date:
	[bookmark: Text7]     



SECTION 2: PROGRAM AND UNIVERSITY
	Name of Program:
	[bookmark: Text8]     

	College/University:
	[bookmark: Text9]     



SECTION 3: COMPLETE COURSE INFORMATION (MAXIMUM OF SIX CREDITS)

COURSE #1	Asst Superintendent Reviewed:			
	Course Start and End Date:
	[bookmark: Text10]     

	Course # and Name:
	     
	Credits:
	[bookmark: Text12]     

	Provide brief description of the course AND a link to the course through the institution’s website. 

	     



COURSE #2	Asst Superintendent Reviewed:			
	Course Start and End Date:
	     

	Course # and Name:
	     
	Credits:
	     

	Provide brief description of the course AND a link to the course through the institution’s website.

	     



COURSE #3	Asst Superintendent Reviewed:			
	Course Start and End Date:
	     

	Course # and Name:
	     
	Credits:
	     

	Provide brief description of the course AND a link to the course through the institution’s website.

	     


**Submit to HR Department for Review

TUITION REIMBURSEMENT REQUEST/APPROVAL

	Teacher Name:
	     

	School:
	     

	Supervisor who is endorsing this request:
	     



	Date of Hire:
	     
	Do you have your master’s degree?
	Yes |_|   No |_|



	Verification of Eligibility from HR:
	     
	Date:
	     



SECTION 4: CENTRAL OFFICE REVIEW AND APPROVAL CONFIRMATION

For HR Office Use Only
	COURSE #1 ~ Assistant Superintendent’s Approval:
	     

	Grade Verification (B+ min):
	Yes |_|   No |_|
	Course Payment Verification:
	Yes |_|   No |_|

	Date Grade Verified:
	     
	Date Payment Verified:
	     

	School year that payment will be processed:
	



	COURSE #2 ~ Assistant Superintendent’s Approval:
	[bookmark: Text13]     

	Grade Verification (B+ min):
	Yes |_|   No |_|
	Course Payment Verification:
	Yes |_|   No |_|

	Date Grade Verified:
	     
	Date Payment Verified:
	     

	School year that payment will be processed:
	



	COURSE #3 ~ Assistant Superintendent’s Approval:
	     

	Grade Verification (B+ min):
	Yes |_|   No |_|
	Course Payment Verification:
	Yes |_|   No |_|

	Date Grade Verified:
	     
	Date Payment Verified:
	     

	School year that payment will be processed:
	




	1. Copy of signed approval sent to employee:
	Yes |_|   No |_|
	Date:
	     

	2. Transcripts & Verification of Payment for course(s) received and approved for payment:
	Yes |_|   No |_|
	Date:
	[bookmark: Text16]     

	Amount:
	     
	Payment date:
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