ICBE Call For Support: Educational Assistance Process
	Does your Educational Assistance process…
	
	
	
	

	accept applications at specific time in year or accept throughout year?
	 Throughout the year
	Throughout the year
	Just once a year. Open from May till July
	Accept throughout the year
	 Specific time of year

	specify course must benefit employee in perf of current job/likely to benefit in the future within co? Or any other criteria?
	 99% relate to current job or development within the industry
	Yes
	There are 2 criteria. Is the course relevant to co (any aspects) & is person high performing
	Normally has to be aligned with their dev plan. It can be current role or a role down the line that benefits the co, usually in a senior role 
	Yes

	support the full cost upfront for courses or is some cost borne by employee?
 
	Depends on benefit to co. Largely 100% funded but claw back if leaves within 2 years.
	Support full cost upfront & deduct cost via payroll over course of yr. Once course completed & passed, they are refunded.
	Course is paid by individual, and money repaid when they pass their exams
	 Full cost but stipulated that the employee is bonded to the company for a specific period afterwards
	No cost borne by employee

	have a cap for each course level i.e. for Degree/Masters/PhD etc If there is cap what is it based on
	 No cap
	Based on previous support and course.
	No
	No
	Not sure I understand this Q, but we don’t cap an employee based on role for course they want to study

	limit the number of Masters/PhD applications supported overall each year? 
	 Has not been necessary
	
	No
	Not specifically but we would be conscious of not having too many
	We limit the number of employees/ courses in general but not necessarily the level of courses

	support courses that require time offsite during working hours?
 
	 Yes
	Yes
	Only for exam days
	Yes

	Yes

	have reimbursement rules in place if employees fail to complete the course? 
	 Yes
	Yes
	See above
	Yes
	Yes

	have reimbursement rules in place if employees leave the organisation within a certain period of completing a course. If so what are the rules?
	 Yes refund if leave within 2 years
	Yes. 100% reimbursement if leave within 12 mths after completion of course. 50% if leave within 24 mths.
	Money needs to be completed with a certain timeframe
	Yes, dependant on course but usually up to 15 months after and to a maximum of 3 years (discretion to extend longer for expensive courses)
	Yes

	provide time off for study/exam leave? 
If so, what are the rules? 
	Yes 2 days for cert of diploma and 3 days degree or higher. 
	Yes. 1-day study leave per subject & same for exam leave. If course is outside working hours, exam leave is ½ day only.
	No
	Yes, usually 1 paid day per exam. Study leave paid is max 5 days
	Yes

	Does your Educational Assistance process…
	
	

	accept applications at specific time in year or accept applications for courses throughout year?
	Specific time of year
	Our process accepts applications throughout the year.
	 We currently accept applications throughout the year however we intend to review this to allow for improved planning and budgeting.

	specify course must benefit employee in perf of current job/likely to benefit in the future within co? Or any other criteria?
	Related to role / future role. 
Only courses related to the business are approved
	We ask this Q on application.
However, we also support courses where long-term career aspirations may be deciding factor.  We also accept course where skill may be req’d in no. of yrs.
	Courses should relate to our business processes & benefit employee in their future within co.  Courses do not necessarily need to relate to current role/position.  We are reviewing this & considering adding more criteria.

	support the full cost upfront for courses or is some cost borne by employee?
 
	Employee pays up front for year & monies for that year are refunded by co. on successfully passing exams
	pay 75% of the yearly fee up to max of 3K. Amount paid in full by employee & they claim half at commencement of yr & second half on successful completion of exams.
	On approval the co. pays 100% of cost. 50% of cost is deducted from employee over academic yr. On successful completion of course, employee is refunded a further 25% of cost (In total 75% of the Cost of the course is borne by the Co.)  Tuition fees are paid on a yearly basis. 

	have a cap for each course level i.e. a cap for Degree/Masters/PhD etc. 
If there is cap what is it based on?
	No
	If the course is 1K – we pay in full.  If the course is more we pay 75% of yr fee up to max of 3K per yr
	We currently do not have a cap in place. See also below.

	limit the number of Masters/PhD applications supported overall each year?
 
	No limit - but would only be approved for snr leaders / technical leads / high potentials - only those who need these qualifications for roles.
	We do not limit
	Masters and other high-level courses which generally require considerable study or attendance during normal working days are only considered in exceptional circumstances and have to be approved by the CEO. 

	support courses that require time offsite during working hours?
 
	Yes
	Yes we support course that require time off & this should be taken from AL.  Co. grants paid leave for exam days & conferring day where these fall on normal working days.
	Yes, however employees would typically take annual leave or flexi leave in this scenario.  


	have reimbursement rules in place if employees fail to complete the course?
 
	No – As employees pay up front & receive reimbursement from co on successful completion of each yr.
	No we extend the process until the employee completes the course
	If employee fails to complete a course they are liable to repay the company the full amount of the Education Assistance granted. 

	have reimbursement rules in place if employees leave co. within a certain period of completing a course. If so what are the rules?
	 Yes - scale related
	 Employees undertake that if they leave co. within 1 year of obtaining Education Assistance they will return 50% of the Total Course Fees received
	If employee leaves within 2 years of completing course, full amount of educational assistance received in the previous 2years must be refunded to co.  If employee leaves prior to completion of course they are liable to refund the full amount of education assistance granted.

	provide time off for study/exam leave? 
If so, what are the rules? 
	A paid study day for each exam and a paid exam day for each exam
	Paid leave for exam days & conferring day where these fall on normal working days 
	Employees use annual leave or flexi leave for study or exams. The amount of leave granted is at the discretion of the Head of Department and subject to business requirements.

	Does your Educational Assistance process…

	accept applications at specific time in year or accept applications for courses throughout year?
	 Any time of the year.

	specify course must benefit employee in perf of current job/likely to benefit in the future within co? Or any other criteria?
	 The course must benefit the employee in performance of their current role or future roles and has to benefit the company. 

	support the full cost upfront for courses or is some cost borne by employee? 
	 The education committee decides the % of fees which is covered by the company 100%, 85%, 75% or etc.  the rest has to be paid by the employee. 

	have a cap for each course level i.e. a cap for Degree/Masters/PhD etc. 
If there is cap what is it based on?
	No Cap

	limit the number of Masters/PhD applications supported overall each year? 
	Does not limit, however we would look at our Talent listing to ensure we are investing in Key or Top Talent 

	support courses that require time offsite during working hours? 
	 Yes – however some of the time may be at the employees expense, i.e. from annual leave

	have reimbursement rules in place if employees fail to complete the course? 
	 Yes – if employee leaves within 2 years

	have reimbursement rules in place if employees leave co. within a certain period of completing a course. If so what are the rules?
	· Should an employee leave the company within 1 year of completing the course they will reimburse the company in full amount paid over on leaving.
· Should an employee leave the company within 2 years of completing the course they will reimburse 75% of the amount paid over on leaving. 
· Should an employee leave while pursuing the course they will reimburse the company the full amount paid over. 
· Should an employee withdraw from the course they will reimburse the company the full amount paid over. 
· Should an employee fail the course & do not re-sit examinations they will reimburse the co. the full amount paid over.

	provide time off for study/exam leave? 
If so, what are the rules? 
	· Study/ Exam leave- Company funded course
 The Company will grant one-day study leave and one-day exam leave per academic year unless otherwise agreed by the employee’s manager in conjunction with HR for all Further Education courses sponsored by them. This applies only to the first sitting of the exam and will not apply where the exam takes place on a non-working day. Exam leave for any subsequent sittings must be taken from the employee’s personal holidays. Any departure from the one day mentioned above would be on an exceptional basis.
· Study / Exam Leave – Self Funded Courses
Employees who are self-funding their own education will be granted one day for exam leave per academic year, they may be requested to provide evidence of attendance at an exam.
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