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An educational assistance program is an employee benefit program under which an employer pays for or reimburses an employee’s education expenses.  If certain requirements are satisfied, the amounts paid or reimbursed by the employer will be non-taxable income for the employee.  Amounts paid on a non-taxable basis to an employee cannot be deducted by the employee or claimed by the employee for purposes of any income tax credits. 

If an eligible employee does not avail himself/herself of this benefit, no cash compensation will be provided.  Benefits cannot be provided to employee’s spouse or dependents nor transferred to another employee.

All employees of FRI working 20 hours or more per week are entitled to education reimbursement up to the amount of 2% of their annual salary per year.  The year begins January 1 and concludes December 31 of each year.  For courses starting in one calendar year and ending in the first quarter of the following calendar year, the 2% will be taken from the eligible funds for the year the course started.  In other words, there will be no carry over of funds from one calendar year to the next and funds allocated for one calendar year will not be paid out after the first quarter of the next year.  Contractors and consultants are not eligible for education reimbursement.  

The following requirements must be met:

a. As a general rule, the education must be to maintain or improve skills in your current job.  Or the course must be required by your employer or by law to keep your present job, position, or salary.  The courses must be relevant to your work.  Courses that are part of an education program leading to an undergraduate academic degree are allowable, even if a specific course is not directly relevant, as long as the degree program meets the test of relevance.  For example, if you are working as a research assistant and you need to take courses toward an undergraduate science degree that will enhance your work in research, they will be allowed.   The costs cannot be reimbursed if the education is part of a program of study that would lead you to qualify for a new trade or business.  All graduate level courses must be relevant to the job.   
Reimbursement for attending seminars and conferences that are work related is allowed.

Reimbursement for successful Certification/Licensure examinations that are work related is allowed. 

Reimbursement for Licensing/Certification Fees that are work related is allowed.  

Courses or other education involving sports, hobbies, or games are not reimbursable.
b. No reimbursement is allowed if the education is needed to meet the minimum requirements for your job.  You must possess the minimum requirements to obtain the job.
c. You must be employed by FRI for one year before being eligible for education reimbursement.  While courses may begin before completing one year of employment, the education reimbursement will not be made until the one-year of employment is completed.

d. Tuition, books, supplies and lab fees are reimbursable.  Meals, lodging, and transportation are not reimbursable.

Procedures:

Course Approval:

As soon as possible, prior to starting each course, complete the Education Reimbursement Form and submit it to the Human Resources Department for pre-approval.  A separate form must be completed for each course taken.  The Education Reimbursement Form can be found on the FRI website www.friendsresearch.org under “Forms.”

The Human Resources Department reserves the right to request course descriptions and proof of enrollment in a degree program, if applicable.

Original receipts for all expenditures are required for reimbursement.

Reimbursement Approval:

Reimbursement of approved educational expenditures shall be made after completion of the course, subject to satisfactory completion.

Undergraduate courses will be reimbursed if passed with a grade of C or higher or a credit/pass.  Graduate courses will be reimbursed if passed with a grade of B or A.  Grade slips and the original receipts must be sent to HR within 60 days after completion of the course to ensure payment.

For seminars and conferences, a certificate of completion will be required for reimbursement.
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