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OFFICE OF PRIME RESPONSIBILITY
Any questions or suggestions regarding this policy should be directed to the Human Resources Department.

1.
POLICY

It is the policy of Advanced Sciences and Technologies, LLC (AS&T) to encourage the educational development of employees and to provide financial assistance for certain education related expenses.

2.
ELIGIBILITY

The employee must be a full-time employee on the Company payroll throughout the dates the course or semester begins and ends.  In the event of a layoff, this provision may be waived by approval of the Director of Human Resources and the President/CEO.  Additionally, in order to be eligible for educational assistance with respect to any particular course or semester, the employee must remain a full time employee on the company payroll for a period of twelve months following the date on which the employee completed the course or semester for which educational assistance was sought. This eligibility requirement shall apply only to employees who voluntarily terminate their employment during the twelve month time frame. Employees who voluntarily terminate their employment prior to twelve months following their completion of a course or semester for which educational assistance was sought and provided is subject to the repayment obligations specified in Section 7 of this policy. 

3.
GENERAL

3.1 
Course Criteria


3.1.1
The courses of education taken by an employee must directly increase his/her value to the Company in his/her present position or his/her potential value in a more responsible assignment.



3.1.2
The course must be taken for credit at an accredited college or university and is limited to the following types of programs:




3.1.2.1
Graduate Program leading to a Master's or Doctorate Degree.




3.1.2.2
Undergraduate Program leading to a Bachelor's Degree.




3.1.2.3
Educational programs leading to an Associate's Degree or to a Certification.




3.1.2.4
Special Study courses that are directly related to the employee's field of work.




3.1.2.5
Special Study courses that will prepare the employee for future advancement within the Company. 



3.1.3
Courses required for a degree or certificate need not be related to the job or function if the degree or certificate program, as a major field of study, is related to the job function.  To ensure that he/she meets this requirement, an employee must submit an official copy of his/her detailed course description with the Application for Educational Assistance.


3.2
Financial Assistance


3.2.1
An employee who is eligible to receive financial assistance for educational courses from any other source, such as existing Public Laws, Grants, or from state or private scholarships, will not be eligible for reimbursement under this program for that portion of tuition which is so covered. (This provision does not include student or personal loans.) 



3.2.2
Reimbursement will not exceed two courses (normally six credit hours) per semester and will include payment for tuition, registration, laboratory fees, required books and all mandatory fees, but does not include, stationery supplies or non-mandatory fees such as parking.  The tuition will be reimbursed at the maximum amount of: 




3.2.2.1
Undergraduate Courses - $1,500 per semester, $3,000 total for the fiscal year.

3.2.2.2
Graduate Courses - $2,500 per semester, $5,000 total for the fiscal year.



3.2.3
Under/Graduate Program
3.2.3.1
Reimbursement will be made for the allowable costs, as defined in paragraph 3.2.2, upon successful completion of approved courses with a grade of C or better.



3.2.4
Special Study Program



If a study program meets the requirements prescribed in paragraph 3.1.2, even though it does not lead to a degree, the Company will reimburse the allowable cost upon satisfactory completion of the course with a grade of C or better.



3.2.5
Non-Credit Courses



If a non-credit course meets with the requirement in paragraph 3.1.1, the Company may reimburse the allowable cost upon approval by the employee's manager and the President/CEO upon satisfactory completion of the course (usually P for Pass/Fail Courses). 

4.
PROCEDURE

4.1
Within two (2) weeks of the school registration date, the employee will complete and forward an Application for Educational Assistance Form to his/her Manager and the President/CEO who, upon indicating approval, will forward the form to the Human Resources Department.


4.2
The Human Resources Department, after reviewing the application and providing any required coordination, will log and file the application pending course completion information.


4.3
Any change in an approved course of study or schedule must be reported immediately by submitting a revised Application for Education Assistance Form for processing as required by paragraph 4.1 and 4.2


4.4
In the following instances, the employee will submit the documentation indicated to the Human Resources Department.



4.4.1
Upon completion of a course with credit: official course grade, itemized school invoice showing breakdown of fees: registration, lab, books, etc. and proof of payment.



4.4.2
Upon completion of a non-credit course: official "grade" (P for Pass/Fail Courses) or proof of course completion, itemized school invoice showing breakdown of fees (as above) and proof of payment.  Upon receipt of a certificate into a professional organization, a copy of such must be submitted to the Human Resources Department. 

5.
VERIFICATION/APPROVAL FOR REIMBURSEMENT

The Human Resources Department will verify evidence of course payment and completion from documents received per paragraph 4.4 above, and assure correlation with the previously received Application for Educational Assistance Form.  After successful correlation, will obtain approval for payment from the Controller and forward the documentation to the Accounting Department for reimbursement.

6.
REIMBURSEMENT


Payments will be made by check to the employee as expeditiously as possible after receipt of the approved documentation.  As specified in Section 2 of this policy, employees who voluntarily terminate their employment prior to twelve months following the completion of a course or semester for which educational assistance has been sought and provided are not eligible for educational assistance for such courses or semesters. However, as it is Advanced Sciences’ policy to provide employees with reimbursement as expeditiously as possible, employees may be provided reimbursement for a particular course or semester prior to meeting the previously mentioned twelve month eligibility requirement. In such cases, reimbursement shall be treated as an advance toward and unaccrued and unvested benefit subject to meeting the twelve-month eligibility requirement outlined in Section 7 of this procedure. 

7.
TERMINATION OF EMPLOYMENT

Education assistance is provided with the assumption that the employee will be with AS&T for the long-term and that the employee and AS&T will benefit from the employee's newly acquired knowledge and training. Consequently, and as specified in Section 2 of this policy, employees who voluntarily terminate their employment prior to twelve months following the date that the employee completes a course or semester for which educational assistance was sought and provided are ineligible for educational assistance with respect to such courses and semesters. Employees who voluntarily terminate their employment prior to twelve months following the completion of a course or semester for which educational assistance was sought and provided and who received reimbursement for such courses or semesters in advance of meeting the twelve month eligibility requirement must repay or return to AS&T all such educational reimbursements received. An acknowledgement of this repayment obligation is included on the application for financial assistance. 


In the event AS&T is entitled to repayment, the company may deduct from the employee's wages (including paid leave) all monies owed AS&T and to which AS&T is entitled to repayment for educational reimbursements except where state law supercedes or prohibits such a deduction. 


Employees who are involuntarily separated from the company are excluded from the repayment provisions and the twelve-month eligibility requirement described in Section 2 of this policy. 

8.
EXCEPTIONS

Exceptions to this Policy require prior approval of the President/CEO.

The following form is incorporated into this policy by reference and can be found in the forms section:

· Application for Educational Assistance

3005

Revised 3/1/06


