


Education Assistance Employee Agreement
By signing this Agreement, I acknowledge and agree to the following:
I have received a copy of the Education Assistance Program effective [DATE], and understand that I am expected to read and abide by the terms of the program.
While participating in an approved course or training, I am expected to continuously meet the performance standards of my position and, unless an alternative work schedule is approved, I am subject to the company’s scheduling demands.
I must complete the approved course or training with a passing grade (at least a “C” or its equivalent) to be eligible for reimbursement.
I will only be reimbursed for pre-approved courses or training.  To receive reimbursement, I must submit the required documentation for reimbursement within the required timeframe.
Approval of a course or training does not obligate the company to further or continued approval of courses or training in the same course of study.  
Approval of an educational assistance request in no way alters the at-will nature of employment with the company, and is not a commitment regarding continued employment, job change, transfer, promotion, or increased or additional compensation upon completion of any approved activities.
I understand that I must disclose to the company if I have received any education assistance from another employer during the same calendar year.  
I understand that reimbursements provided under this policy may be subject to federal and state taxes and I am solely responsible for any tax obligations. 
I understand that any reimbursement repayment received under this policy is earned over the course of the 12 consecutive months immediately following approval of the corresponding reimbursement request on a pro-rata basis.  For example, when I have been employed by the company for six months following the approval of a reimbursement request, I will have earned 50 percent of the reimbursement repayment received. 
I understand that I will be advanced/loaned the full amount of the approved reimbursement within 30 days of approval.  If I remain employed by the company for 12 months following the approval of the reimbursement request, this loan will be forgiven in full.  However, if I do not remain employed by the company for 12 months following the reimbursement request approval, only a pro rata portion of the loan will be forgiven, based on the length of time I remain employed, and I must repay the remaining portion of the loan. For example, if reimbursement request was approved six months prior to my separation date, 50% of the loan will be forgiven, and I will be responsible for repaying 50% of the loan. I authorize the company to deduct any portion of the loan that has not been forgiven, and therefore I am obligated to repay, from my final paycheck, unless otherwise agreed to in writing.  I understand and agree that if the full amount owed cannot be deducted from my final paycheck, I am obligated to repay the balance owed directly to the company within 30 days of the date my employment is terminated, unless otherwise agreed to in writing.
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	Employee Name (print)
	
	




Course/Training Approved:
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Reimbursement Approved: $________________________
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	Name of Approver
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