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Harlan employees who have completed one year of continuous service and not on any level of disciplinary action, wanting to apply for Educational Assistance must complete and sign this form before enrolling in any coursework as defined below.  This document will be considered a commitment by Harlan Global Manufacturing LLC. to allow reimbursement under the Educational Assistance Program as follows:

Definitions

Approval Process – Employees must secure the approval of their immediate manager or supervisor, HR, and the President/CEO PRIOR to enrolling in coursework for which Educational Assistance is requested. Reimbursement of educational assistance benefits will be provided based upon the criteria outlined below and receipt of applicable fee statements and grades of “C” or better or “PASS” if the course is taken on a pass/fail basis.
Required Course work – Is defined as necessary for degrees or certificates that a manager required an employee to complete in order to meet performance standards or to keep pace with new developments in the current position. Tuition will be paid 100% including books and miscellaneous lab fees, upon receipt of fee statements and grades of “C” or better or “PASS” if the course is taken on a pass/fail basis.
Voluntary Course Work – Is defined as business-related degrees or certificates that a manager has authorized as part of development of the current job or for future opportunities within Harlan. Tuition will be reimbursed at 75% upon receipt of fee statements and grades of “C” or better or “PASS” if the course is taken on a pass/fail basis as approved by the employee’s manager.
Business Related Course Work – Due to the diverse nature of our jobs and the wide variety of educational backgrounds necessary in our business, the respective department best defines the meaning of the term “business related”. It is the responsibility of the employee to document the relationship of reimbursed coursework to the company’s business needs and to obtain approval from the applicable manager/supervisor.  Reimbursement for applicable fees for Business Related Coursework will be paid in the same manner as is paid for Required Course Work.
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