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












































 

 
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









 


























































 

 
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University of Pennsylvania
Tuition Assistance for Faculty and Staff
http://www.hr.upenn.edu/policy/Policies/406.aspx
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University of Pennsylvania
Tuition Assistance for Faculty and Staff
http://www.hr.upenn.edu/policy/Policies/406.aspx
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University of Pennsylvania
Tuition Assistance for Faculty and Staff
http://www.hr.upenn.edu/policy/Policies/406.aspx



SPEC Kit 315:  Leave and Professional Development Benefits  ·  133

University of Pennsylvania
Tuition Assistance for Faculty and Staff
http://www.hr.upenn.edu/policy/Policies/406.aspx
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Pennsylvania State University
Policy HR36 Educational Privileges for Faculty, Staff, and Retirees
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Pennsylvania State University
Policy HR36 Educational Privileges for Faculty, Staff, and Retirees
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Pennsylvania State University
Policy HR36 Educational Privileges for Faculty, Staff, and Retirees



138  ·  Representative Documents:  Education/Tuition/Training Policies

Pennsylvania State University
Policy UL-HR04 Release Time to Attend Academic Courses
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Pennsylvania State University
Policy UL-HR04 Release Time to Attend Academic Courses
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Pennsylvania State University
Policy UL-HR04 Release Time to Attend Academic Courses
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University of Virginia
Professional Development Funding Policy

Revised 11-12-08 

 

University of Virginia Library 
Professional Development Funding Policy  

 
In order to meet the challenges of today’s academic research library environment and to better support 
the mission and goals of the Library, the University of Virginia Library encourages all employees to 
participate in professional development/education activities.  Through its program of professional 
development/education, employees are equipped with the skills necessary to keep pace with changing 
user needs, master new technologies, and adapt to a workplace characterized by innovation and change.  
Professional development also provides networking opportunities for staff to contribute knowledge to 
the profession and keep abreast of developments in library or related fields.   
 
General Policy 
Based on the availability of funds, each employee has available a standard allocation per fiscal year for professional 
development/education activities.  No formal written request is required to receive this standard allocation; 
however, all professional development/learning plans should be discussed with the employee’s 
immediate supervisor and outlined in either the employee work profile or in the professional goals for 
the current year. 
 
♦ Currently the standard allocation per Fiscal Year will be $800 for each faculty member and $500 for 

each non-faculty (classified & university staff) members, to be used to support professional 
development activities. Activities can include fees/tuition/travel expenses (please note that there is 
a new $2000 UVA funded Education Benefit for tuition and some non-credit 
courses/workshops/seminars – please check section outlined later in this document).  An additional 
stipend of up to $200.00 is available to support significant involvement, such as chairing a committee for a 
national organization or presenting a paper at a conference outside the University of Virginia. The maximum 
allocation under this policy will be $1,000.00 for faculty and $700.00 for non-faculty staff per fiscal year. These 
professional development activities should be documented in the reimbursement packet (credit card bills, 
invoices, and receipts, etc.) submitted to Financial Services. 
 

♦ Requests for funds above the standard allocation may be made at any time throughout the fiscal 
year.  Employees should submit a statement to their supervisors that includes the following 
information: name, number of years worked at the Library, name of the development activity, 
conference, etc. and a brief statement as to how attendance will enhance individual development 
and/or contribute to departmental goals and objectives and/or contribute to the Library’s mission, 
goals and objectives.  Department heads have the discretion to fund the request with departmental 
funds or may seek additional funding to support the request from their AUL. Special consideration 
will be provided to newly hired library employees for whom additional funding will enable first-time 
involvement in professional development activities and for others with professional development 
goals that align closely with personal, departmental, or library goals and objectives.  Approvals to 
receive additional funding for professional development above the standard allocation must be in 
writing.  If travel is involved, funding above the standard allocation should be requested from your 
supervisor in advance. Additional approval of costs is based on the availability of funds.  
 

♦  The Pre-approval of Proposed Trip Estimate form (“estimated expenditures”) should be used to request 
the additional travel funding. If the total costs are within the standard allocation, pre-approval is not 
needed.  For reimbursement after the trip, the signed Pre-approval of Proposed Trip Estimate form must 
be submitted to Financial Services with the Travel Reimbursement Request.  Only preapproved costs 
above the allocation can be reimbursed.   

 
♦ All newly hired library faculty members will be awarded double ($1600) the  standard allocation for 

their first two years of employment to support their  involvement in professional development 
activities as new members of the UVA Library community 

 
UVA Education Benefits ($2000)  
 A full explanation of these benefits and how to enroll can be found at: 
http://www.hrs.virginia.edu/benefits/educben/edbenefitsprogram. Further guidance can be provided 
by the Library Training Manager or by contacting UHR. The following is an overview from the UHR site: 
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University of Virginia
Professional Development Funding Policy

Revised 11-12-08 

 

 
“Tuition Benefits Program Overview A core component of the Education Benefits Program is 

tuition benefits, designed to provide Employees and their Schools and Departments with centrally-

provided financial support for employee education, vocational and professional development 

opportunities, in accordance with State policy. Education Benefits may be used for academic degrees 

or courses at UVA and other accredited institutions, and non-credit courses, certificates and licenses at 

UVA and other education providers. 

 

Schools and Departments may provide additional, departmentally-funded financial support for 

employee education, vocational and professional development, in accordance with State policy, by 

providing a PTAO that will be charged for the amount approved by the department. 

 

While the Education Benefits program does provide funding for part-time employees the primary 

purpose of the program is to support full-time employees who are part-time students. The program is 

not intended to support the coursework of full-time students.”  

I you have any questions about this policy contact UHR Benefits at 924-6954. 
 

Library Tuition Benefits  
*(This section is still under review in light of the University $2000 Education Benefit):   

The Library will fund tuition reimbursements for a maximum of three classes per employee per year, 
or a maximum of $3,000.00 per year per Library employee enrolled in a degree program depending 
on availability of funds. This is funding above the $2000 Education Benefit provided by UHR. 
Employees should discuss enrollment in a degree program with their supervisors and need to request 
approval for the additional funding from their supervisor in order to ensure reimbursement. Once 
approved, the enrollment form for the UVA Education Benefit must be completed. 
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Tuition Reimbursement Program 

WASHINGTON UNIVERSITY LIBRARIES 

TUITION REIMBURSEMENT PROGRAM 

 

 

The successful operation of an academic research library requires a staff that is competent in all 

service and support areas.  The staff must have up-to-date skills and knowledge that cover a broad 
range of library and educational activities.   

 

COURSES AT WASHINGTON UNIVERSITY 

Washington University has greatly enhanced its tuition benefit and now provides 100% remission for 

Washington University undergraduate courses and 50% remission for Washington University 

graduate courses. These courses may be taken in either the evening or day program as long as there is 
no conflict with the normal work schedule.  All full-time library staff members are eligible for this 

benefit.  Employees should register for the courses with the appropriate department and then submit, 

to the Benefits Office, the tuition assistance form available on the Human Resources website.  

 

GRADUATE COURSES IN LIBRARY SCIENCE AT OTHER UNIVERSITIES 

In compliance with the tax laws, current University policy permits the Library to pay for courses only 

if they are job related.   In keeping with this, the Library will continue to assist staff members in their 
pursuit of the Master’s Degree in Library Science. 

 
ELIGIBILITY and CRITERIA 

All full-time library staff members who have completed their orientation period and are 
enrolled in a graduate program in library science are eligible to participate in the program 

assuming satisfactory job performance is maintained.  To participate, employees should 

complete and submit the Application for Course Approval/Tuition Reimbursement form 

prior to registering for the course.  
 
RESTRICTIONS  

The designated amount of reimbursement will be given for only one (1) three credit hour 

course during a semester or summer session.  Prior approval of the Unit Supervisor, Head 
and/or Associate Dean, and the Associate Dean for Administration is required.  Courses 

toward the completion of a doctorate degree are ineligible under this program. 

 
REIMBURSEMENT   

For graduate courses in Library Science, the Library will reimburse up to $400.  Please note 

that tuition reimbursement for all graduate courses is taxable and is included in the 

employee’s income for federal income tax purposes, under current IRS regulations, unless the 

course is REQUIRED for the employee’s current job or satisfies certain express employer-

imposed conditions for continued employment. Reimbursement requests will be processed 

only after the course has successfully been completed with a grade of C or better and 
verification of the grade has been submitted to the office of the Associate Dean, 

Administration.  A copy of the paid tuition receipt must be submitted along with the grade 

statement. 

 
This statement is effective immediately and supersedes all other documents on this subject. 

 

10/25/99     
Revised 6/12/02 
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