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PURPOSE:

Lakeview Mental Health Services, Inc. encourages the growth and development of employees who choose to advance their career in the field applicable to their employment with Lakeview.
A. Guidelines for Eligibility:
1. Employees who have worked at Lakeview for a minimum of 6 months are eligible.
2. Employee must have satisfactory or above average performance ratings and no pending disciplinary action.
3. Employee must be accepted into or working towards enrollment in an approved education program.
4. Courses can only be taken during off hours.  Exceptions may be made with written requests submitted through the immediate supervisor.

a. Employee must provide an alternative work schedule that will not compromise the quality of care or services of the program.

b. The employee should provide a course outline as part of the approval process.
5. Employee must complete a Tuition Assistance/Educational Support Benefit Agreementi and forward the original to Human Resources (HR).  Administration will approve or disapprove the request and notify the employee of their decision.  The Employee will also complete a Career Development Planii with their supervisor.
6. Employee must provide written verification of the cost of the course.
7. Employee must provide documentation to HR that enrollment has occurred and participation is evident.

B. Tuition:

Reimbursement of a course, up to $1,000 per calendar year, will be paid to the employee, pending availability of organization funds and the employee’s obligation to maintain a 3.0 grade point average or above.
C. Obligations:
By accepting Educational Support, the employee-student:
1. Must be in an approved program and registered for credits required for graduation from the program.
2. Agree to maintain a good academic standing, as evidenced by a minimum grade point average of 3.0.  The employee-student must submit a transcript to HR at the end of each semester within 45 days of completion of the course.  The employee-student may be allowed to continue participation in the program if individual circumstances have adversely affected academic performance.  In such a situation, the employee-student must submit a written justification in support of their request.  Their immediate supervisor and the Chief Administrative Officer (CAO) must approve the request.  In the event an employee does not meet the minimum passing requirement, the employee will not be eligible to receive reimbursement for the course.
3. If an employee-student leaves employment at Lakeview for any reason (other than involuntary reduction in work force) within 6 months following the receipt of the tuition reimbursement, the employee/student will be required to reimburse Lakeview in full for 100% of the tuition reimbursed.  Paycheck deductions may be made if necessary.
D. Conditions:

Lakeview will monitor the status and progress of each employee receiving this development support to evaluate eligibility for continuation.  Lakeview reserves the right to suspend educational support tuition payment if the participant does not meet any of the terms, conditions, and obligations set forth.
iLMHS Form 301 - Tuition Assistance/Educational Support Benefit Agreement

iiLMHS Form 302 – Career Development Plan
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