IMPORTANT THINGS TO REMEMBER
REGARDING YOUR DEGREE PROGRAM AND TUITION REIMBURSEMENT

1. Schedule an appointment with Colleen Deasy to discuss your degree change and/or planned program.
Contact Human Resources at ext. 8462 to schedule the appointment. Bring any materials you have
regarding your degree change and/or planned program to the meeting.
2. Complete the Pre-Approved Program form (aka Pink sheet) listing all courses you are taking which will
count towards your degree change. If you are not going for a degree change, list all courses that you are
taking in which you are seeking reimbursement. Colleen Deasy must approve all courses on the Pink sheet.
Once Colleen Deasy has approved your courses listed on your Pink sheet, we will send the original Pink
sheet back to you. Keep the Pink sheet in your file so you can add courses as you go. When you add a
course to the Pink sheet, send it to Human Resources so Colleen Deasy can approve the newly added
course. The Pink sheet floats back and forth between you and Human Resources until you finish your
degree program.

3. Complete the Tuition Reimbursement form at the time you enroll for a class. Do not wait until you finish
the course. Make sure the form is completed in full.

4. To be reimbursed when your course is completed, send Human Resources:
- Proof of payment, (copy of bursar’s statement or copy of cancelled check or copy of credit card
statement), and;
- Grade report (an unofficial transcript for reimbursement purposes; an official transcript for degree
changes)

5. In order for Human Resources to budget for a degree change, you must complete a Salary Lane Degree
Change form. This form is emailed to all teachers within the first two weeks of September every year so
the degree change can be budgeted for the following school year.

6. When you have completed your program and your degree is awarded, official transcripts must be sent to
Human Resources for salary degree changes. If you have completed a Master’s Degree, the official transcript
must have the date your degree was awarded/conferred.

