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Subject:  TUITION ASSISTANCE PROGRAM (TAP) 

 

The School Board recognizes the importance of maintaining, developing, and extending the 

skills of all its employees.  It is the policy of the Board to encourage all employees to engage in 

programs that will lead to their professional growth, expansion of skills, and increased job 

competence.  One such program is the Tuition Assistance Program (TAP), which provides 

tuition reimbursement for the successful completion of college/university coursework.  It is the 

intention of the Board to budget annually specific funds for this program. 

 

All school division employees are eligible to apply for tuition assistance through TAP.  Such 

assistance is limited to six (6) semester hours per fiscal year (July 1 through June 30). 

 

For teachers, coursework need not be in an approved degree program but must be educationally 

related to the active assignment of the teacher.  The term “educationally related” is defined as 

coursework that satisfies professional special endorsement requirements for certification and/or 

recertification for the teacher’s assignment, as defined by the Commonwealth of Virginia, 

Department of Education. 

 

For all other personnel, coursework must be directly related to the assignment of the employee 

and must be approved by the Human Resources department.  Staff who avail themselves of the 

TAP program must comply with the regulations for reimbursement, as specified by the 

Superintendent. 

 

Exceptions to the above-referenced requirements may be approved if the employee is requested 

or encouraged by the School Division to pursue specific coursework.  Such exemptions may only 

be approved by the Superintendent or designee.  No exceptions shall be made to the number of 

credit hours that may be taken per fiscal year (July 1 through June 30). 

 

Application for tuition assistance must be made to the Human Resources department for 

approval prior to registering or enrolling in the desired course(s).  Course approval will not be 

granted after registration or enrollment.  Approval is not transferable, i.e., if an approved course 

is canceled or if the employee withdraws from the course, an application must be resubmitted if 

another course is desired. 

 

As funds are limited to support TAP, applications are considered on a priority basis as follows: 

 

1. Courses sponsored by the School Division to meet the needs of the Division and courses 

required to improve job skills; 

2. Courses for licensure, certification, recertification, or advancement toward professional 

degrees 



 

TAP is a reimbursement program.  The employee must pay full tuition to the institution upon 

registering for coursework.  Reimbursement for coursework will only be made to the employee 

upon receipt of an application for reimbursement, proof of successful coursework completion, 

(i.e., grade report, student or official transcript) and, a receipt evidencing proof of payment in full 

to the institution.  A reimbursement application and supporting documentation must be submitted 

to the Office of Human Resources within sixty (60) days of completion of all required 

coursework.  Requests for reimbursement submitted later than sixty (60) days after the 

completion of required coursework will not be honored, and funding encumbered will be 

released back to the School Division.  Reimbursement will not be made for textbooks, 

registration or student fees, travel, lodging, or other incidental costs.  Reimbursement will not be 

honored for coursework not previously approved. 

 

The individual reimbursement amount will be determined annually and documented in the 

School Board Adopted Budget. 
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