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	Employee Development Form




Employee and/or Spouse—Up to Four (4) Free Undergraduate Credits at Messiah College
Please complete the following information:
Employee Name        FORMTEXT 

     


ID#  

Spouse Name       

ID#       

     (only if spouse applying for free credits)
Department        FORMTEXT 

     

 
Hire Date  

Applying for:
# free credits       
;
# audited credits       
;
Other       




 (please indicate # of free credits or audited credits)


Name of school you plan to attend:       
 

Beginning Date       

Estimated Completion Date       





 FORMCHECKBOX 
 College Course                FORMCHECKBOX 
 Other

Name of Course       



Employee Signature

Date       



Spouse Signature 

Date       

     (only if spouse applying for free credits)
SUBMIT INVOICE TO HUMAN RESOURCES FOR OFF-CAMPUS COURSES

Necessary Approvals:                                                                                    
Immediate Supervisor 

Date 

Account to be charged if off campus 

Department Head 

Date 

Admissions Office 

Date 

     (signature of Admissions designee for Messiah College courses only)


Registrar

Date 

     (signature of Registrar or designee for Messiah College courses only)
	FOR HUMAN RESOURCES USE ONLY:

Approved by:  

Date   

Academic term:
Summer _______
Fall _______
Spring _______

Cost of Course: $_________________________


STAFF AND ADMINISTRATOR EMPLOYEE DEVELOPMENT TRAINING PROGRAM
(06/18/97  -  revised 05/07/01; 9/11/08; 5/20/09)
Messiah College recognizes the mutual benefits employees derive from personal growth and career growth.  Therefore, it shall be the policy of Messiah College to provide assistance to its staff and administrative employees interested in furthering their formal education or training.

While completion of a course, seminar, or degree program provides for improved educational background, the accomplishment does not obligate the College to reward such completion through promotion, transfer, reassignment, wage or salary increases.  Additionally, all courses will require approval from the employee’s supervisor and the Director of Human Resources.

I.
ELIGIBILITY
All full-time staff and administrative employees who work at least 1560 hours per year are eligible to take part in the employee development programs upon successful completion of the employee’s evaluative period.

II.
SEMINARS and WORKSHOPS
Staff and administrative employees wanting to attend job-related seminars, workshops of brief duration, and technical skill related courses are eligible to attend with supervisory approval and under the department’s allotted development budget or training budget.  Employees will be compensated for attendance at such seminars and workshops within the guidelines of the Fair Labor Standards Act.

III.
EDUCATIONAL CREDITS



Employees will have the choice of one of two options:

A.
Four Free Credits at Messiah College
Employees and spouses will be allowed four free credits per semester at Messiah College for any undergraduate courses in which the employee and/or spouse wishes to enroll (subject to space availability). Exceptions include directed studies, independent studies, honors research, and private instruction.  Employees/spouses receiving educational assistance under Tier One are not eligible for the four free credits.  Auditing courses will also be acceptable.  Courses are to be taken on the employee's own time unless other arrangements have been made by the employee's supervisor.  
If an employee withdraws/drops the course after the deadline to receive a full refund, the Employee Development benefit will be pro-rated and the employee will be responsible for any outstanding costs.

For every semester (academic term), the employee must complete an Employee Development Training Form and have it approved by his/her supervisor.  The form should then be forwarded to the Registrar’s Office for processing.


B.
Four Free Credits at Other Institutions
Employees will be allowed four free credits per semester at any other institution for job-related* courses only, taken at the undergraduate or post-baccalaureate level. A total of seven (7) employees may participate in this program at one time. Tuition is not to exceed Messiah College’s tuition per credit hour.  Any remaining tuition balance will be the responsibility of the employee.  An employee will be allowed to take a course at another institution as long as the course is not currently being offered by Messiah College.  All courses for educational credit taken at any other institution must be taken on the employee’s own time.  For every academic term, the employee must complete an Employee Development Training Form and have it approved by his/her supervisor.  The form should then be forwarded to Human Resources for processing.

Employees enrolled in the Graduate Aid Program will not be eligible for this section of the Employee Development Training Program.

* Job-related courses shall be defined as courses directly related to enhance an employee in his/her current position.  The Director of Human Resources, in conjunction with the employee’s supervisor, will make decisions as to courses being job-related.

IV.
TAX CONSIDERATIONS
Employees will be responsible for all tax payments required under federal, state, and local law.

V.
OTHER
Employee Development Training Forms are available through Human Resources. 
Employees may forward training certificates or a copy of their degree/diploma to Human Resources for inclusion in the employee's personnel file.
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