* Pittshurg

e s —
Soubheast Kansas
ADVANCEMENT
/ /
Employee Name Department Job Classification

As a full-time employee of the CITY OF PITTSBURG, | hereby request approval under the Educational Advancement
program for the following courses:

1.

Course Title Field of Study
2.

Course Title Field of Study
These courses are offered at

Name and location of educational institution

Date Course Begins Date Course Ends Tuition Amount Textbook Amount Total Amount 50% of Total

EDUCATIONAL ADVANCEMENT PROGRAM REQUIREMENTS

1. Applicant must be a full-time employee of the CITY OF PITTSBURG.

2. All approved courses are required to be “job related”. Please give a brief description of the relationship of this
course(s) to your present job classification. (Use the back of this form if not enough space is available.)

3. All courses must be approved by the Department Head, Director of Human Resources, and the City Manager
prior to enrollment. Applicant must submit the completed form to their Department Head. Upon approval
of the Department Head, the signed form must be submitted to the Director of Human Resources who
will complete the application process through the City Manager. The form must be received a
minimum of two weeks prior to the start of the semester of course work.

4, All courses must be taken during off-duty hours so as not to conflict with assigned work for the CITY.

5. The CITY will pay 50% of the expense for textbook(s) and tuition for all courses approved through the process.

6. The applicant must provide proof of payment and amount paid for tuition and textbooks to the Director of
Human Resources in order to receive payment in advance of course completion.

7. Upon completion of the course(s), applicant must submit a copy of grades earned for approved courses to the
Human Resources Administrator.

8. The applicant is required to earn a “C” or higher grade in approved courses. If a course is not graded and
offers only a PASS/FAIL, the applicant must PASS.

9. If the applicant receives an incomplete, withdraws from the course, or receives a grade lower than a “C”, the

applicant must reimburse the CITY for the amount advanced.

| hereby apply for educational advancement of tuition and textbook(s) for the courses specified
above. | understand that | must complete the course(s) with a grade “C” or better (“Pass” if not
graded). | further understand that if | do meet the grade requirement, or fail to complete the course, |
will be required to reimburse the CITY for the amount advanced. | authorize the CITY to deduct that
amount from my wages, unless other pay arrangements are made. | understand that my work
performance must not suffer as a result of spending time taking classes.

Emblovee Sianature Date
APPROVED: Human Resource Dept (Int.) Date
Department Head Date City Manager

Date
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