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Tuition Policy for Continuing Education- CDA

1. Initial requests for tuition reimbursement must be approved by the Personnel Committee of the Board of Directors. Ongoing reimbursement pursuing a degree need only be approved at the start of enrollment for the degree.  
2. Staff enrolled in the CDA course are expected to complete all trainings within 1 year of beginning course work. If the employee fails to complete the course in the required timeframe or leaves employment prior to completion of the course 100% of the TSG membership must be repaid by the employee.
3. Employee must be employed as a permanent staff member to be eligible.
4. Employee must have completed their probationary period with Early Learning Connections (ELC) Inc. and have an overall continuing evaluation that meets or exceeds requirements.
5. The CDA Credential program must be related to the employee’s current position or career field or for advancement into a position which currently exists within the agency. 
6. Employee must maintain ongoing course completion progress throughout the year as identified in the CDA Course Pacing Guide (ED-V2). The Education Director will monitor progress quarterly and inform the employee and supervisor of current progress.
7. The employee will complete the CDA Registration Request Form (ED-V1) and submit it to their supervisor at least 30 days prior to beginning CDA courses through Early Learning Connections (ELC). 
8. CDA Credential attainment must be list as a task/goal on the employee’s Professional Development Plan on the PDRegistry. 
9. Once at least 80 hours of the required 120 hours are completed the Competency Standards book will be ordered by the Education Director for use during portfolio completion. ($25)
10. Upon completion of the required courses the employee will apply for a CDA Assessment Fee Voucher through Keystone STARS. (ED-V3)
11. There is no guarantee that any funding will be available for CDA program enrollment.    Each application will be evaluated based on program funding availability.
Employee: 							    Date: 				

Supervisor: 							    Date: 				

Education Director: 						    Date: 				

Human Resource Manager: 	_______	______    Date: 				

Personnel Committee Approval Date:     								



*Submit to supervisor with ED-V1 CDA Registration Requestion Form
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