CITY OF IDAHO FALLS
POLICIES AND PROCEDURES OF THE
EMPLOYEE-STUDENT IN-SERVICE — EDUCATION PROGRAM

The Employee-Student In-Service Education Program shall be a concerted effort to interest and
subsidize City of Idaho Falls Employees in furthering their education relative to their existing job
position. These elements shall be incorporated into the program to produce an educated and more
proficient employee:

Top Management, Leadership, and Responsibility.
Employee-Student Requirements.
Educational Courses and Curriculums Authorized.

TOP MANAGEMENT, LEADERSHIP, AND RESPONSIBILITIES:
a. In-Service Education Program Publicity:

Management shall make public to City Employees the intent, purpose and availability of the
program. Notification shall be given to all Division Directors, Department Heads, or
Superintendents of the program intentions and limitations.

b. Authority:

The Mayor, with the consent of the City Council, shall assign as additional duties those
elements necessary to initiate and implement the program to the Education Review Board.
These people will carry out the principles of the program within the scope and
responsibilities accorded to the position. They shall guide, record, and maintain the
coordination necessary between management, the employee-student, and the institution of
continuing education. They will utilize the assistance of the Division Directors and Education
Review Board for the success of the program.

The Education Review Board shall be comprised of the Municipal Services Director, one City
Council member and a Division Director appointed by the Mayor. The Board shall be
headed by the member of the City Council, and all members shall have to vote on matters
brought before the Board.

c. The Mayor and Council will authorize an Employee-Student In-Service Education
Program for the availability of all QUALIFIED REGULAR City Personnel.

d. City of Idaho Falls will reimburse the employee in tuition and registration costs for one
hundred percent (100%) of tuition and registration fees not to exceed the cost of three
(3) residential standard academic credit hours as established by the Idaho State Board of
Education per semester and not to exceed six (6) standard academic credit hours per
year. These fees will be reimbursed at the completion of each phase of study upon the
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employee’s presentation of proof of a passing grade of “C” or better. Textbooks and lab
fees will be evaluated on a case by case basis.

The City of Idaho Falls will reimburse the above option for the employee interested in
taking individual courses relative to his job classification, (no planned extended
curriculum), upon completion of the course or courses with a satisfactory grade of “C”
or better.

1. The City of Idaho Falls will reimburse the employee following an
outlined program of courses leading to a diploma, certificate, or in the
case of college: Associate of Arts, Baccalaureate or Graduate Degree;
however, the employee-student will take only those courses considered
accredited by the Northwest Association of Secondary and Higher
Education. All educational pursuits shall be relative to the employee’s
position with the City of Idaho Falls in an effort to enhance the
knowledge, skills, or abilities in that position or related position.

Il EMPLOYEE-STUDENT REQUIREMENTS AND QUALIFCATIONS

a.

The employee-student, who is qualified, may pursue individual courses relative to their
position of employment for the purpose of making the employee more proficient in that
job position. With this approach, the employee will be subsidized to the extent of the
above option upon successful completion of the course(s). The employee-student will
be responsible to amass the information necessary for enrollment in such courses at
recognized institutions. The employee-student must receive approval from his
Department Head and the Education Review Board for reimbursement privileges prior
to enrollment.

The employee-student who is qualified and who wishes to pursue a planned and
outlined long-range program of study relative to their position and leading to Associate,
Baccalaureate or Graduate Degrees and diplomas or certificate for short training
courses, may apply for tuition as stated above. A copy of an outlined program of study
for the pursuit of such curriculum will be filed with the Education Review Board for
approval prior to his or her enrollment in such a program. To reiterate, the employee
will be responsible to amass the information necessary for enrollment in such a
program.

All courses will be taken at a time that will not interfere with his present job duties with

the City of Idaho Falls and the employee-student will carry a school load that will not
affect the efficiency of his/her regular duties.
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d. Employee-Student Qualifications:

Every employee-student making application for benefits from the program must meet
the following requirements:

Must hold full-time, Regular personnel status.
Must have worked for the City of Idaho Falls for at least one (1) year.
Have approval of a Department and Division Head.
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Show proof of acceptance from his selected educational institution, and
make available to the Education Review Board all high school
transcripts, college transcripts, and records pertaining to his educational
background.

5. Be accepted by the Education Review Board upon their approval of the
application.

The Education Review Board will, upon receipt of employee’s application consider:

1. The applicant’s worth and meritorious service that the employee has
shown in his work what makes him/her eligible for the benefits of the
program.

2. That only a certain percentage of the department’s personnel, those
being most qualified, are permitted to enroll in the program at one
time.

3. Prior to the employee’s acceptance by the Review Board, the potential
utilization of the additional skills of the applicant.

4. The budgetary expenditures, present and future, that are involved in
the employee’s application for financial assistance.

ADVANCED AND CONTINUING EDUCATIONAL CURRICULUM AVAILABLE
These will include:

Accredited colleges, universities, and junior colleges.
Correspondence and extension schools.

Vocational and technical schools.

Authorized and accredited short training courses.
Individual single accredited training courses.
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High school diploma awarding courses to permit higher educational pursuits.

All courses and planned programs must be relative to the employee-student’s position or job
classification he has with the City of Idaho Falls as outlined in Policy and Procedures.
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