PSA Professional Growth Tuition Application Information and Procedures

For Fiscal Year 2011-2012

I AWARD ELIGIBILITY
· The employee must be a regular full-time or part-time Professional Staff Governing Board approved employee for a minimum of one full year prior to the starting date of the course or activity. (Appendix 1C).
· The employee must have an Associate of Arts Degree or equivalent hours (Appendix 1C1).

· The course must be:
(a) Career oriented, or required as part of a degree program, 
(b) Must be offered by a regionally accredited institution that is recognized by the US Department of Education (USDE), or 
(c) If the course is not from a regionally accredited institution, then it must be from an institution that is recognized by the USDE or the Council for Higher Education Accreditation (CHEA) or both (PLEASE NOTE: courses from such institutions may not be transferable to regionally accredited institutions and degrees granted from these institutions do not count toward MCCCD PSA educational advancement steps/stipends), and
(d) Must not be offered within the Maricopa County Community College District. Exception will be made to 200 level courses, if they are not offered within the Maricopa County Community College District (MCCCD), or if they are nontransferable and required by the program to be taken at the respective College/University. Letter of explanation must be provided (Appendix 1C1).

· Employees receiving funding from any source other than PSD (excluding loans) must submit written verification of source and dollar amount. In no case may the total amount of the combined funding exceed the tuition cost, registration fees, and/or related travel expenses (Appendix 1E2).
· Professional Staff Development funding cannot be used for travel expenses associated with college courses or certification exams (Appendix 1C2).

II AWARD FUNDING 
· Per eligible PSA employee the total maximum amount for 2011-2012 Fiscal Year for approved professional growth activities registration and related travel expenses and tuition is $4,000.00.  Reimbursement will be made to regular part-time employees up to half of the total maximum award amount(s) which is $2,000.00 (Appendix 1G2)
· Tuition reimbursement will be awarded only when a final grade report of “C”/”P” or better and itemized fee receipt indicating a zero balance has been received.  This report must be received by the unit representative within six (6) weeks of completion of the course.  Extensions may be granted upon approval from the PSD Committee.  After a six- (6) week period, if no written explanation of the extension has been submitted to the unit representative, the PSD committee will cancel the award (Appendix 1G1).

· No reimbursement will be made for any fees, including lab/technology fees, parking fees, school supplies, books, etc. (Appendix 1G1).
III ATTACH TO THE APPLICATION (Incomplete applications will be returned.):

· Attach a copy of accreditation documentation for your institution for the first time only.
· A letter of explanation if requesting funds for 200 level courses (Appendix 1C1).

· Cost per credit hour documentation. (Include the cost of tuition only, DO NOT INCLUDE FEES.)
IV SUBMIT APPLICATION SETS (a set is the application and supporting documentation)
A MUST BE SUBMITTED PRIOR to the last day of class. (suggest applying before class begins)
NOTE:  If the class is crossing the Fiscal Year (July 1st), you must apply in the Fiscal Year of the begin date of that course (i.e. if a class begins on or before June 30th, and ends July 1st or later, you must apply prior to the June application dead line).
· MUST BE RECEIVED BY THE DEADLINE - first Tuesday (5 p.m.) of the month
· MUST SUBMIT to College/District PSD Representative a total of TWO (2) Sets individually stapled. Applications will be date and time stamped by the PSD rep.
· Please mark the appropriate semester on your application based on your class start date according to the following schedule:

	Semester
	Time Range

	Summer II 
	July 1
	July 31

	Fall 
	August 1
	December 31

	Spring
	January 1
	April 30

	Summer I 
	May 1
	June 30


V APPLICATION REVIEW: 
The PSD Committee meets once a month on second Tuesday, after the first Tuesday deadline. Only those applications that were submitted by the deadline will be reviewed at this month’s meeting.
VI AWARDS ANNOUNCEMENT:

The Committee will send an e-mail memo regarding the decision and award amount to each applicant within five (5) working days of the committee meeting date.
VII AWARD NOT USED/ALTERED: 

If class was cancelled, dropped, incomplete, or changed, a notice must be sent via e-mail to your campus PSD Representative and Professional Growth Coordinator (psa.pg@domail.maricopa.edu) immediately. If needed new award notification may be sent reflecting changes, and/or the funds may be reallocated or used for another applicant.
VIII REIMBURSEMENT, AFTER COURSEWORK COMPLETED 

A Reimbursement Requests must be made within six (6) weeks after the completion of the course.
B Obtain the Educational Assistance Reimbursement Request (EARR) Form from the PSA web site: (http://www.maricopa.edu/psa/psd.php).

C Send the completed EARR form with the appropriate attachments (listed below) to your campus PSD Representative, who will verify award and attached documents. The PSD Representative will sign the form and forward it to the Professional Growth Coordinator for the actual reimbursement process.
1. Completed EDUCATIONAL ASSISTANCE REIMBURSEMENT REQUEST FORM (EARR)

2. COPY of the Tuition Award Notice

3. Copy of posted official grade report with a final passing grade of a “C”/”P” or better. 
Please Note:
a. If other letter grade, equivalent to passing the course, is posted attach a copy of your institution’s explanation of that letter grade. 

b. The course name on the grade report must match the course name on the award letter.  If course had been changed, the e-mail notice of explanation must be attached.)
4. Proof of payment (itemized receipt that verifies tuition payment)
D Reimbursements are distributed through Payroll after approval by Professional Growth Coordinator.
E IMPORTANT:  To be reimbursed from the current fiscal year funds: reimbursement forms, grade reports and receipts must be received by the PSD Representative  by June 15, unless the class ending date falls after June 15th. 
For Professional Growth Tuition Application, go to the PSA web page:  http://www.maricopa.edu/psa/psd.shtml
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