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1. Purpose. To promulgate a policy of tuition assistance to
employees who successfully complete higher education courses as
related to established positions within Marine Corps Community

Services (MCCS) Division.

2. Cancellation. MCCSLOI 12553.2

3. Background.

a. MCC5 employees are encouraged to improve their knowledge
and skills through enrollment and attendance at local colleges
and universities during their non-working hours. Increased
knowledge and the learning of new skills may provide employees
with additional qualifications for promotional opportunities
within MCCS. Areas of study may include their current line of
work or in areas that can benefit them to aspire to higher-level
positions through promcotions within MCCS.

b. Better educated employees will benefit MCCS by providing
the organization with well qualified employees to fill positions
that require specialized or advanced knowledge or skills.

c. It is not however, the intention of this Letter of
Instruction (LOI) for MCCS to provide tuition assistance to
employees who are attempting to obtain paid-for education to
advance them in careers or positions that are unrelated to
positions found within MCCS.

d. R11 other education/training courses should be submitted
directly to the Employee Development Department.



Subj: TUITION ASSISTANCE FOR MARINE CORES COMMUNITY SERVICES
DIVISION PERSONNEL

4. Policy.

a. Regular status, non-probationary emplcyees, whose normal
tour of duty averages 30 or more hours per week in a twelve-
month period will be eligible for tuition assistance.

b. Courses must be directly job related or pertain te other
positions within MCCS to which the applicant might reasonably
aspire and must be taken at fully accredited colleges or
universities to include on-line classes. This does not include
high schoel classes or correspondence courses,

c. Employees will be reimbursed the actual cost of tuition,
not to exceed $250.00 per credit hour, paid upon successful
completion of the course. Successful completion is described as
receiving a “C" or better final score in the class.

d. No reimbursement will be made for the cost of books or
other materials,

e, In order to receive reimbursement, thes employee must agree
in writing that if he or she resigns or is terminated for cause
within six months after completing a course, the tuition
assistance furnished by MCCS will be deducted from his/her pay.
The Head, NAF Human Resources, may approve exceptions with
justification from the Branch Head where unusual or emergency
circumstances exist.

5. Procedures.

a. The employee will submit a Tuition Assistance Request Form,
enclosure (1) to their immediate superviscr at least one week in
advance of the bkeginning date of the course,.

b. The appropriate Branch Head will indicate his/her
recommendation on the request form and forward the employee's
request to the Head, HWAF Human ERescurces.

c, The Head, MNAF Human BResources will approve or disapprove
the request and return cne copy to the employee through their
supervisor/manager.

d. The employes will furnish the following items to the Head,
MAF Human Resources within sixty (60) days after completion of
the course:






