
Courses for Tuition Reimbursement and Salary Advancement Process

Tuition Reimbursement: As you complete courses, submit unofficial transcripts to the Assistant Superintendent of

Finance and Operations.  Submit a Graduate Course Approval Form for any courses that you are submitting transcripts

for that are not a part of your approved Graduate Program. As transcripts are received they are date-stamped and

teacher names are placed on a numbered list to distribute reimbursements on a first-come, first-served basis. As many

teachers are reimbursed as possible for a first course before starting on list #2, for second courses, and then continue

until funds are expended in the month of June. The Board of Education will reimburse up to $600 per completed course

not to exceed the total cost of the tuition. Tuition reimbursement requests will be accepted starting July 1 each year.

Salary Advancement: In order to be eligible for salary advancement, you must have a Graduate Program Approval Form

signed by the Assistant Superintendent of Finance and Operations and on file at CO.  This form must be completed and

discussed with your principal prior to submitting to the Assistant Superintendent of Finance and Operations for approval.

A teacher intending to complete an approved program for salary advancement must submit written notice to the

Assistant Superintendent of Finance and Operations by January 1st prior to the school-year in which anticipated salary

advancement would occur.  Once the program is completed, it is the responsibility of the teacher to submit their official

transcript to finalize their application for salary advancement.  See sample email below.

Typical Timeline for Courses that are a part of a Planned Program of Study:

1. Teacher has their planned program of study approved with the list of courses they intend to take by

submitting the Graduate Program Approval Form first to their principal and then to the Assistant

Superintendent starting in July for the year ahead.

2. Submit unofficial transcripts once courses are completed to finalize the tuition reimbursement process.

Submit a Graduate Course Approval Form for any courses that you are submitting transcripts for that are

not a part of your approved Graduate Program.

3. Complete planned program of study and submit notification of salary advancement to the Assistant

Superintendent of Finance and Operations by January 1st prior to the school-year in which anticipated

salary advancement would occur.
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