 	
 
Further Education Programme & Training Course Assistance Policy June 2018 
 
XXXX encourages individuals to enrol in educational programmes and training courses leading to a professional Certification, Degree or the attainment of knowledge, which will promote the development of skills and understanding in their profession and develop their potential.  Our learning approach is based on the 70/20/10 model of learning i.e. 70% Experience, 20% Exposure and 10% Education and Training. 
 
Eligibility: 
Staff Members who have at least twelve month’s continuous service with the Company are eligible to apply for the Further Education and Training Assistance Programme, provided that they: 
· Have successfully completed their probationary period 
· Are active Staff Members throughout the course of study 
· Have demonstrated strong performance and behaviours of commitment and reliability 
· Have obtained prior management approval 
 
Approval of Programme/Course: 
Management approval will only be considered for programmes of study/training courses offered by suitable training institutes/providers.  Management may also decide to award partial funding. To be approved for funding, it must support one of the following criteria: 
· Meets a business requirement of the Company. 
· Staff Member development that focuses on current job activities. 
· Learning objective that corresponds to a likely career path and where the Staff member demonstrates a potential for that position. 
Each request will be assessed on its individual merits and approval will be at the Company’s discretion.  All Further Education assistance requests are subject to approval by the Site Management Further Education Review Committee.  All Training assistance requests are subject to approval by the Line Manager. 
 
Company Funded Conditions: 
The Company will agree to pay full tuition fees up front to the educational institution or full training fees to the provider. No retrospective payment will be made for fees/costs incurred by an existing Staff Member for previous studies/courses or before joining the Company unless this is specifically approved by the HR Manager.  For educational study programmes, paid study leave is half a day for each exam plus the equivalent paid time off for to sit each exam (excluding travel time if applicable). 
 
Self-Funded Conditions – study and exam leave assistance: 
Functional/business relevant self-funded education, will on the approval of your manager (who will confirm relevance of the course to the functional business needs), be eligible for paid study leave of half a day for each exam plus the equivalent paid time off to sit each exam (excluding travel time if applicable). 
 	  
Terminating of Employment: 
If a Staff Member leaves within 12 months of completing the programme of study, the Staff Member is obliged to reimburse the Company 100% of the total tuition fees paid by the Company.  If a Staff Member leaves within 24 months of completing the programme of study, the Staff Member is obliged to reimburse the Company 50% of the total tuition fees paid by the Company.   
 
For training courses that cost $1,000 or more: If a Staff Member leaves within 12 months of completing the training course, the Staff Member is obliged to reimburse the Company 100% of the total fees paid by the Company.  If a Staff Member leaves within 24 months of completing the training course, the Staff Member is obliged to reimburse the Company 50% of the total fees paid by the Company.   
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Reimbursement Agreement – Programme of Study or Training Course costing $1,000 or more: 
 
The terms of the tuition fees/costs refund policy are subject to the following:  
· In the event of the Staff Member failing to complete the approved programme of study/training course, or leaving the Company’s employment during the period of study/training course, then the Company may recover 100% of the total tuition fees/costs paid by the Company from their salary. 
· In the event of the Staff Member failing any examination attached to these studies (or an opportunity to re-sit the examination) then the Company may recover 50% of the total tuition fees paid by the Company, from their salary.  • Except in the case of leaving the Company (where tuition fee/costs recovery will be deducted from the Staff Member’s pay as outlined above), the Staff Member hereby authorises the Company to recover the appropriate amount from their salary over a period not to exceed 26 weeks should either of the two eventualities above arise. 
· Should the Staff Member leave the Company employment within 12 months of completing the programme of study/training course, the Staff Member will reimburse the Company 100% of the total tuition fees/costs paid by the Company.   
· If the Company partially funded the tuition, then in the event of the staff member failing to complete the approved programme or study, or leaving the organisation, the fee’s shall be recouped on a pro rata basis.
· Should the Staff Member leave the Company employment within 24 months of completing the programme of study/training course, the Staff Member will reimburse the Company 50% of the total tuition fees/costs paid by the Company.   
 
 
Knowledge Sharing 
 
By attending this programme of study/training programme, I agree to fully ulitise the learning and materials received.  I also agree to save the learning and training materials to a share drive/one drive and pass the learning and materials received on to others in the Company either informally or formally i.e. participate in the delivery of an in-house training programme(s)/deliver a ‘lunch and learn’ using the materials and learnings received.  
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