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Educational reimbursement for classes taken from an accredited institution, as recognized by the U.S Department of Education, will be considered for regular, active CHELCO employees.

An individual education or training plan will be developed in conjunction with the Organizational and Employee Development Manager prior to beginning the course of study (Education Plan Form 263.002a). Should the course of study change, or if no classes are taken for a twelve-month period, a new plan must be developed. The plan will show how the desired course of study is related to the employee's current job or a CHELCO position to which the employee aspires. Each plan must be approved by the employee’s supervisor, VP or CFO and the Chief Executive Officer prior to beginning a class or course of study. CLEP courses that are a part of a pre-approved program of study will be considered for reimbursement. 

No more than two (2) classes or courses per semester/quarter will be reimbursed without written pre-approval of the VP or CFO. Participation in class(es) will be during employees’ off-duty hours. 

Inactive employees and those placed on disciplinary probation will not be able to seek reimbursement for educational courses.

Costs subject to reimbursement are in-state tuition fees, book rentals, and certain supplies. As a guide: Fees will be reimbursed at the in-state rate of the local college or university (NWFSC or UWF). The most economical reimbursement will be made depending upon the course selection and location at which the course is offered. Text books should be rented, whenever possible. CHELCO will reimburse for the book rental and the most economical shipping and return shipping costs. Graduate program fees will be reimbursed up to the comparable tuition fees at UWF. Consideration for reimbursement at cost of course will be given if course of study or class is not available in our area. Books will be rented and returned in accordance with the vendor. CHELCO will not reimburse for late return fees. Books that are unavailable for rent are eligible for reimbursement, but proof must be shown that the student attempted to rent the book. In order to receive reimbursement, any eligible purchased books will be returned to the Human Resources Department once the term is completed. Students who choose to purchase a book to keep cannot seek reimbursement from the cooperative.  
Costs will be reimbursed only after the employee has successfully completed the class or course and furnished proof of attendance and completion with a grade of C or better (i.e. grade report, transcript, etc.). Employees will complete Education/Professional Development Reimbursement Form 263.002b and attach proof of grade(s), tuition receipt(s), and book rental receipts to it. The original completed form with attachments should be sent to the Human Resources Department.
Reimbursement will be substantiated by paid receipt from the school or institution being attended and will be reduced by grants or scholarship amounts received from any other source.

Distance learning will be eligible for reimbursement as long as the requirements of this procedure are met. The reimbursement for distance learning will be no more than the comparable rate for the local college, NWFSC or the local university, UWF.

Any financial assistance for education deemed taxable by the government will be reported as taxable income. 

By requesting tuition assistance benefits, the employee agrees that in the event the employee/employer terminates employment, the employee will refund to the cooperative a prorated amount of any tuition assistance received within the last four (4) years of employment.  The amount of reimbursement shall be:

0-12 months 100%

13-24 months 75%

25-36 months 50%
37-48 months 25%
over 48 months 0%
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