MARINE CORPS COMMUNITY SERVICES – STANDARD OPERATING PROCEDURE

From:
Director, Marine Corps Community Services, Twentynine Palms, CA
Subj:  STANDARD OPERATING PROCEDURED (SOP) FOR MARINE CORPS  

          COMMUNITY SERVICES TUITION ASSISTANCE (TA) PROGRAM
Encl:  Sample Authorization for Enrollment

1.  Purpose.  To establish a Tuition Assistance (TA) Program for MCCS, Twentynine Palms, CA employees that will assist in the professional growth and development of individuals.  This program will also serve to attract and retain a well qualified work force.

2.  Information.

a. Eligibility.  All MCCS Non-appropriated Fund (NAF) Regular status Full time and Part time employees may participate in the Tuition Assistance Program after one year of continuous employment with MCCS Twentynine Palms, attendance of one Tuition Assistance Brief held by the MCCS Personnel Training Department and a current performance review on file showing an overall rating of either Excellent or Outstanding.
b. Responsibility.  Training Office is responsible for overseeing effective and efficient administration of the TA Program.  The MCCS Employee Development Specialist is responsible for administering the TA Program, which includes developing a TA budget and complying with budgetary constraints.  Exceeding approved budget levels will not be authorized without the prior approval of the Director, MCCS Twentynine Palms.

c. Policy.

1. The TA Program will fund graduate, undergraduate, continuing education, certification and licensing training through nationally or regionally accredited colleges, universities, and community colleges. (Courses must confer academic credit, and/or be a requirement in an approved course of study leading to college degree.)  

· Academic/Career Counseling must be sought to determine the appropriate/necessary course of study.  Academic/Career Counseling may be obtained from an appropriate source. (i.e. Lifelong Learning Education Center, College or University Counselor, etc)
· The Certificate, Diploma and License Program provides an opportunity for MCCS, Twentynine Palms, CA employees to obtain a state or nationally recognized certificate, license or diploma. (i.e. Personal Trainer,  Bartending, CDL, Computer, Notary)

· Undergraduate Studies Program provides opportunities for employees to pursue formal education in undergraduate studies that contribute to the completion of a degree. (Associates, Bachelor Degree)

· Graduate Studies Program provides opportunities for employees to pursue formal education in graduate studies that contribute to the completion of a higher education degree. (Masters, PhD)

2. Each employee is authorized to take up to 12 credit hours per term/semester/quarter at a time, not to exceed: $2500 annually for employees who have 1-5 years of continuous employment with MCCS Twentynine Palms, $4000 annually for employees with more than 5 years of continuous service.  MCCS, Twentynine Palms, CA, will pay up to $250/semester hour for Undergraduate Program courses and up to $450/semester hour for Graduate Program courses but excludes textbooks. 
3. An employee must successfully complete the class and receive at least a grade of “C” or better for Undergraduate Program courses and a “B” or better for Graduate Program courses or an equivalent passing score.
4. An employee must provide to the Employee Development Specialist a copy of the written grade/certification/certificate within 30 days of course completion.
5. An employee who fails to complete the course, receives a grade below passing for their prospective program (see 2. Information, c. Policy, #3 above), receives an incomplete grade, or drops out of the class must reimburse MCCS for the full amount of tuition assistance provided and may not be permitted to enroll in the MCCS TA program for further educational opportunities until repayment to MCCS is satisfied.

6. Employees are required to sign an Authorization for Enrollment Agreement for the requested program and the employment commitment is as outlined in the table below for college tuition.  

	If …
	Maximum available tuition assistance…

	0-1years of employment
	$0

	1-5 years of employment
	$2500/ NAF fiscal year

	5+ years of employment
	$4000/ NAF fiscal year


7. Each course curriculum or semester must be completed within the allotted timeframe noted in the program.  The noted timeframe may be waived due to extenuating circumstances.  When extenuating circumstances cause an employee to discontinue his/her employment with MCCS Twentynine Palms, all unforeseen circumstances surrounding the situation will be taken into consideration for waiving repayment of tuition reimbursement.  Requests for waivers must be submitted to the Employee Development Specialist for review and approval by the MCCS Directorate.
8. Work requirements will take precedence over an employee’s desire to attend off-duty education.  Supervisors are encouraged, but not required, to meet the education desires of an employee by adjusting work schedules when possible.  Course attendance is the responsibility of the employee and employees will not be in a paid status.
d. Procedure.

1. Eligible employees wishing to take advantage of enrollment in the TA program should complete the Authorization for Enrollment (Enc 1), receive their supervisor and Division Head’s signature, and take it to the Employee Development Specialist at least (30) calendar days before the start of the funded program. Employees must attend one session of the Tuition Assistance Brief prior to submitting their first Authorization for Enrollment form. 
2. Upon receipt of an employee’s request for enrollment, the Employee Development Specialist will determine funding availability and the employee’s eligibility for receipt of tuition assistance funds.  

3. Upon verification of funding availability and employee eligibility, the Employee Development Specialist will send all complete Authorization for Enrollment forms to the MCCS Directorate for approval.

4. Upon approval from the Directorate, the Employee Development Specialist will make payment directly to the educational institution and the employee will proceed with the enrollment process.  In certain cases with prior approval, if an employee is required to pay for tuition in advance, a copy of the receipt must be provided to the employee to the Employee Development Specialist.  A Check Request will be prepared by the Employee Development Specialist and forwarded to the Finance Office for reimbursement to the employee.

5. An employee who wants to withdraw from a class must inform the Employee Development Specialist in writing of his/her intention to withdraw prior to the academic institution’s course withdraw deadline.  If an employee withdraws after the withdraw deadline, the employee is responsible for reimbursing MCCS for the full amount of tuition assistance provided.
6. Employees receiving TA must forward their grade slips/course completion certifications/license to the Employee Development Specialist not later than 30 days after the end of the term/semester/course.  Failure to do so will require an employee to reimburse MCCS, Twentynine Palms, CA for any TA provided for that course.
7. For those employees who receive a grade lower than “C” or “B” in their perspective program, the Employee Development Specialist will prepare a Letter of Indebtedness to the employee informing them of the tuition assistance repayment process and to provide payment to the Finance Office in the amount owed MCCS.  This procedure also applies to employees who withdraw from classes, fail to complete the classes and/or receive an incomplete.

8. Total financial assistance, to include grants, scholarships or other tuition assistance programs, cannot exceed the total cost of the course.
9. Any amount of monies due MCCS, Twentynine Palms, CA for failure to meet any of the terms of agreement may be withheld from any monies owed an employee by the Government or may be recovered by such other methods as approved by law.

10. MCCS is not obligated to continue the employment of an employee simply because they enrolled in the TA Program. 
