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POINT PAPER

City Cominission Policy 09 01

Training Reimburseinent Policy

Problem The City does not havea pQlity iri place togovem reimbursable expenses for job
related training

Backl round The City currently has a policy in place governing tuition reimbursement for
educational courses that employeescotnplete Le college level courses where a grade is
issued DunngFY 200 budget discussions Commission asked staff to develop a policy
outlining the guidelines for teitnbUisiIlg employees for job r lated training The attached
policy 0901 outlines thegqidelinesforemployee eligibility reimbursable expenses approval
process and repaymentassociatedWith job related training The guidelines for employee

dvancement are also ddressed in the policy

Alternatives
1 Take no action

2 Approve Policy 09 01

Recommendation Staff recomiriends Alternative 2

Budlet Impact The FY09 budget contains dollars associated with job related training To
the extent approved training request ate Within budget there will be no additional impact
Requests that exceed budgeted amounts Will be brought back to Commission via a budget
amendIllent



I
0

I

r
City fPalmetto

City Commission Policy 09 01

training Reimbulserilent Polic

Ovefview

The City cUrrently maihtains a s pafate P licy governing tuition reimbursement for City

employees Educational institutionsim luding but notlimited to cominunity colleges 4 year

colleges or technical institutes whereby a grade is issued as part ofcompleting a course will be

governed by the TuitinReimbur mentPolicy

Additional training certifications instr1lction or education hereoy referred to as training
which is not required for he job but is still considered j6b r ed will be governed by this

policy

Th City ofPal tto llI1detst dsthe impOftanceoftr i W1a encoura employees to obtain

suchlg10wledge that wilhlllow them to become more f ctiveand efficient eirjob

The training being soughtlllust be related to loyee s job and will allow the

employee t perforlTl assigned 1ll0reefficieIltly effec vely
Only full time employees are eh seek advancemenurelmbutsement of ehglble

costs associated with applicabletraifung
The appropriate Dep artmeht Head will in 111 I t imination as to whether or not

the proposed tramlq elated to th O deligi15le for dvancementreimbursement

subjectto avail hu in each deptment cost ntet

Eligibility

Head approval and budgetary

Other Guidelines

Employees who desire to attend training as described in this policy must complete an

application for job related training and have it sigIled by the appropriate Department
Head Once signed it should be forwarded to the Human Resources Department for

inClusion Ihtheemployee sperSOrtIiel file

If an elllploy e Ieaves the City withintwo years after receiving payment for any

advanceIllent reimbllfsable expens s as ociated with training as defined above the

employee will be required to re mburse the City for 100 ofthe costs and expenses paid

by the City ReimbUrsement may be remitted by cash or check to the Human Resources

Department or maybe paytoll deducted from employee s final paycheck
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If an employee is requited to retake a portion of training the employee will be

responsible for all associated costs

Completion

Any training obtained 01 received by an employee remains with the employee
Employees whoreceive trainil1g increase their knowledge base and ability to perform

theirjob at the highest level

Upon completion oft e trainihg there will be no automatic increases in step or grade for

an employee
Any training receid by an employee may be taken ipt c count during the annual

review process

Training Reimbursement Request Application
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Job Related Training

ElllployeeName

Department

Cost Center

Submission Date

j

j

Title ofTrainingCertification

Type of Training ociass Instruction oTestCertification

I Sponsoring Qrganization

Location
ft

Dates aild Time ofTraining

Eligible Expenses tobeteimblirsed

Approved by Dept He SignatureRe uired

Date Approved

Signed applications must besubmitted tiJ HRpriot tosubmitting or reimbursement The

signedajJplicationshou dalso be submitted withyour AlP check request


