Policy 1-29

CHILD & FAMILY DEVELOPMENT PROGRAMS
Professional Advance Policy

Community Action Team, Inc. is offering a payroll training advance on tuition for Head Start employees wishing to further their education. All courses/classes must be related to the field in which the employee is currently working or may be reasonably expected to work in the near future. Request will be based on availability of funds and must be pre-authorized by the employees supervisor AND the program Director. This request must coincide with our current payable system.

It is Community Action Team’s policy to reimburse one half of the cost of tuition with a passing grade of “C” or better. Payroll training advances may not exceed more than 3 months for repayment. Grades must be submitted to CAT within 7 days after grades are posted. If passing grades are not received, the employee will be responsible for repayment. The balance of the FULL TUITION AMOUNT will be withheld from their next payroll period.

To access advance payment for full college tuition (classes) a staff person must be enrolled in an educational program and working towards an AA, BA or advanced degree. The staff person must be employed for more than 20 hours per week. The staff member must have a professional development plan and an educational plan developed with their college advisor that outlines the course of study to be followed. The staff member must submit a projected cost for each year, as soon after September 1, as a plan can be developed.

To request payment for classes in advance, each staff member must submit a purchase order for the classes with a completed copy of college registration and class description. There must be attached a copy of Form 1-24 that shows that the staff member has exhausted all alternative financial resources or that the financial aid is in progress before requesting program dollars.

Other costs associated with enrollment in an institution of higher education may 

be covered with a written special request. The request must include a written explanation, and be signed by the Head Start Director and Executive Director. These costs must be related to courses that lead to receiving an appropriate degree for the staff’s position. Any books or materials paid with grant funds will become CAT, Head Start programs library materials for use by other staff members and must be turned in at the end of the class.

I                                                                         am requesting a tuition payroll 

advance in the amount of $                                 . I wish to have my portion,             
                                                                 Full Tuition
$                                , of this advance payroll deducted in            month(s)


½ of Tuition


increments beginning with my next scheduled payroll. Payments must not be

less than $25.00 for the month.  If I fail to submit the required passing grades to 

Community Action Team, Inc. as specified within this agreement, within the time 

allotted, I authorize Community Action Team to withhold the full tuition amount 

paid on my behalf, less any amounts previously withheld from my paycheck(s) 

for this tuition advance request.
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	Date
	
	Date
	
	Date


Attachments: Form 1-24
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