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Tuition Reimbursement

All full-time and part-time employees who have successfully completed their introductory period are eligible
for Tuition Reimbursement.

The maximum tuition reimbursement that an Eligible Employee, including Eligible Employees employed at
multiple Sutter Health Legal Entities, may receive is $2,500 per calendar year. Approved requests for tuition
reimbursement will be reimbursed at one hundred percent (100%) of covered expenses, up to the calendar
year maximum.

Eligible courses include courses that appear likely to lead to improvement in skills and knowledge in the
employee's present job or reasonable potential advancement to a higher skill level or position. The course
of study must be offered through accredited institutions, including, but not limited to colleges, universities,
and business/technicallor vocational schools. In addition, other courses that are eligible for reimbursement
include: Graduate Equivalency Degree (GED) courses from an accredited institution and English as a
second language (ESL) course from an accredited institution.

Excluded from tuition reimbursement are seminars, conferences, and workshop. Course work or other
education involving sports, games, or hobbies are also not eligible for reimbursement under this policy,
unless that course work or education is related to the affiliate’s business or required as part of the
employee's degree program. It is not the intent of this benefit to provide or guarantee accumulation of
continuing education credit. Course work must not conflict with the employee’s work schedule, including
overtime and standby requirements, if any (unless otherwise approved by an employee's supervisor).

Covered expenses include tuition fees, lab fees, registration fees, and costs of required books. Covered
expenses shall not include the costs of commuting, parking, application fees, ID fees, graduation fees,
archive fees, deferred payment fees, late fees, entrance exams, expenses for miscellaneous school
supplies and materials, expenses for uniforms, expenses for books that are not required by the course
syllabus, expenses for graphing calculators, laptop or other computers, printers, any other specialized
equipment, mail-in registration fees, fees for non-residents that have not been previously approved by the
Employer, any other special or non-recurring fee, costs for meals, or costs for lodging that are incurred by
an employee and are incidental to the taking of an eligible course.

Employees desiring tuition reimbursement shall complete the tuition reimbursement form and submit the
completed form to their supervisor for approval at least three (3) weeks prior to the starting date of the
course(s). If the tuition reimbursement request is denied, the employee is responsible for all costs. Costs
for fees and books should be estimated on the tuition reimbursement form. The supervisor shall review the
request and confirm or deny course eligibility. If approved, the supervisor shall sign and return the form to
the Eligible Employee. A new request shall be completed for each semester or similar period of study.
Should an employee use all funds available in a calendar year, no further benefit will be paid even if a
Tuition Reimbursement Request has previously been filed and approved.

To receive reimbursement for an approved course, the employee must remain an eligible employee for two
(2) weeks beyond the last day of instruction. Employees shall submit the following items to S3 Benefits no
later than four (4) months after the course has been completed including any required exams (however, if
the course is for the fall semester and it is the employee's desire to have the costs applied to the current
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years maximum tuition reimbursement, they need to be submitted by the first Friday in December of the
current year). It is the employee's responsibility to ensure documentation is received accordance with the
required timelines.

H. A copy of the approved Tuition Reimbursement request form;
l. A canceled check or official receipt of payment made for tuition, allowable fees and receipts for books;

J. The official record indicating an acceptable grade (C or above) or satisfactory completion; or, for fall
semester classes, a Projected Grade Letter form completed by the instructor(s) with the employee’s
anticipated grade. The Projected Grade Letter form is available through the MySutter Connection portal

K. Paid tuition reimbursement is applied toward the benefit amount available for the calendar year in which
the expense reimbursement is paid to the employee, i.e. an employee who begins classes in the fall
semester but submits the grades and receipts in January of the following year will have that amount counted
against the calendar year in which the expenses are reimbursed. Employees are encouraged to submit
these documents as early as possible for courses that end late in December. If an employee is taking a
class in the fall through the Tuition Reimbursement program and wants the benefit allocated in the same
calendar year, s/he must submit the tuition reimbursement request by the first Friday in December of the
current year (see above).
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This tentative agreement is effective upon ratification of the overall agreement from the ESC members employed at Sutter PAMF Walk-in-Care and approval by the ESC Executive Board.



