
 

 

 

 

TUITION REIMBURSEMENT CONTRACT 
  
 This Agreement dated below, between Liberty Township (herein “Township”), and the 
undersigned Applicant, for tuition reimbursement (herein “Applicant”), witness as follows: 
 

IN CONSIDERATION of the mutual benefits to the Township and the Applicant that the 
Applicant’s pursuit of certain academic study or technical / vocational training that will enhance 
the quality and effectiveness of the Applicant’s service to the Township and thereby to the 
residents of the Township, the Township and the Applicant agree as follows: 
 

A. This Agreement is in implementation of the Liberty Township Tuition 
Reimbursement Program as set out in the Personnel Policy Handbook, which is adopted 
herein by reference.  The provisions of this Agreement are in furtherance of and shall be 
interpreted in light of said policy.  Applicant hereby acknowledges and agrees that this 
Agreement is at all times subject to modification through amendment, interpretation, or 
otherwise of said contract, which modification shall apply to this Agreement and be effective 
automatically upon the effective date of said modification without any further agreement, oral 
or written, or any other form of documentation whatsoever by the Applicant. 

 
Additionally, the Application for the Tuition Reimbursement Program is hereby adopted 

by reference.  The statements and representations thereon by Applicant are deemed to be a 
material part hereof. 

 
B. The Applicant hereby applies for limited tuition reimbursement as authorized by 

Liberty Township Tuition Reimbursement Program for the following course of study: 
 

1) College, university, or technical / vocational school:  

 
 

  

2) Description of course of study: 

 
  

 
 

  

3) Description of any financial grant assistance and amounts available from 
the educational institution or any other source: 
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C. The Applicant hereby acknowledges having read and understands agrees to all 
the provisions hereof which include the following: 

INITIAL 

1) Neither course of study nor courses completed prior to approval 
by the Township of this Application may be reimbursed by this 
policy. 

 

2) Any change of degree program shall require a new application 
form to be approved by the Township. 

 

3) Any job transfer involving a change in supervising appointing 
authority shall require confirmation of the degree program by the 
appointing authority for the new position. 

 

4) Any Applicant who fails to submit a request for tuition 
reimbursement for one calendar year shall be required to 
complete a new application form to be approved by the 
Township.   

 
 

5) The Applicant shall be responsible for making direct payment to 
the college or university for all costs.  

 

6) No later than 30 days after the completion of the current term of 
the course of study, the Applicant shall submit to the HR Director 
a request for reimbursement, including evidence of completion 
and the grade achieved, and proof of costs incurred for the 
subject tuition and eligible fees. 

 

7) To be entitled to the reimbursement authorized, the Applicant 
shall fulfill the following requirements: 

 

 (i) Provide verification of cost incurred and payment for tuition 
and course fees. 

(ii) Complete the current term of the approved course of study. 
(iii) Achieve a grade of “C” or better.  For courses without a letter 

grade, achieve a passing grade. 

 
 

8) In order to continue to be eligible for reimbursement and 
additional terms of an approved course of study, the Applicant 
must maintain a standard of performance and conduct 
satisfactory to the educational institution and the Township.  The 
Township reserves the right to terminate any academic or 
technical / vocational training contract at any time upon the 
occurrence of one or more of the following: 

 

 (i) Failure to achieve or maintain the necessary academic 
standards as defined by the educational institution and this 
Agreement. 

(ii) Failure to maintain conduct satisfactory to the education 
institution. 

(iii) Failure to maintain conduct satisfactory to the Township. 
(iv) In the event that the Applicant’s employment with the 

Township is terminated or the Applicant performs an act 
which indicates intent not to comply with the terms of this 
Agreement. 

 

9) The Township reserves the right to terminate all academic and 
technical / vocational training contracts at the end of any current 
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term of a course of study if the Township determines that 
continuation of the Tuition Reimbursement Program is no longer 
in the best interest of the Township. 

  

D. The Applicant’s Obligation 
 

In consideration of the Township’s promise to reimburse Applicant for educational 
training, as aforesaid, Applicant covenants, promises and agrees to work for Liberty 
Township, providing that once tuition reimbursement is received by Applicant he/she must 
remain with the Township for two (2) years or such reimbursement must be returned or 
refunded to the Township. 

 
Applicant agrees to notify the HR Director if the Applicant’s employment with the 

Township terminates for any reason while the employee is receiving tuition reimbursement or 
is in the process of fulfilling his/her work obligation.   

 
The repayment schedule shall be as follows.  Regardless of such schedule, any 

existing balance may be declared immediately due and payable to the Township at the 
Township’s sole discretion. 

 
(a) 100% repayment is due if Applicant leaves within the 1st year after the tuition 

reimbursement is received. 
(b) 50% repayment is due if Applicant leaves within the 2nd year of after the tuition 

reimbursement is received. 
 

E. Tuition Refund Amounts 
 

Definition:  As used herein the term “course tuition rate” shall mean the cost charged 
for the same or equivalent credit course at a public college. 

 
(a) The Township will provide reimbursement in accordance with this Agreement 

for reimbursable courses at the rate of 100% for an A grade, 90% for a B grade 
and 75% for a C grade of the actual course tuition for each reimbursable 
course.  Provided, the maximum reimbursement shall be the course tuition rate 
at public college for a degree program.  The township will reimburse for any 
course related fees, such as lab fees. 

 
(i) Upon proof of such expense and completion of course(s) as described in 

this Agreement, the Township will reimburse the Applicant the cost of 
books for each course with the following conditions: 

 
• The books become the property of the Township; and 
• The Applicant will be reimbursed when the books are returned in good 

condition. 
 

(b) The amount of any financial grant assistance from the educational institution 
or any other source shall be deducted from the gross fees paid by the Applicant 
prior to applying the Township’s reimbursement percentage. 
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F. The term of this Agreement shall begin upon execution hereof and end upon 
completion of the respective obligations of the Township and the Applicant.  Provided, this 
Agreement may be terminated earlier in accordance with the termination provisions of this 
Agreement. 

 
 
 

G. Execution  
 

The undersigned Applicant hereby confirms and acknowledges having read and 
understood this Tuition Reimbursement Contract and hereby agrees to all said terms and 
provisions. 

 
APPLICANT 
         

 

Employee – Printed Name 
          

   

Employee Signature  Date 
 

LIBERTY TOWNSHIP 
 

On behalf of the Township and in reliance upon the Written Request of the Applicant 
and the Applicant’s representations and Agreement herein. 

 
   

Township Administrator   Date 
 


