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2.  Community Activities provide opportunities for employees to work within the 
larger Lynchburg community. Opportunities vary and membership in groups 
requires departmental/manager approval and support. Activities such as United 
Way, “Canstruction” Leadership Lynchburg, Badges for Baseball and Non-profit 
Board memberships are examples of those available to employees.

IV. Organization Investments 

The City provides tangible support for workforce development efforts through a wide array of 
programs, events and opportunities. 

A. Employee Rewards and Recognition

1.  The City acknowledges individual and team behaviors that support the 
organization’s vision, mission and values through meaningful employee recognition 
programs. Formal and informal employee recognition is one of the most effective 
ways to reinforce the City’s customer service value, support its service delivery 
objectives and retain top performers. 

2.  The City establishes/supports a variety of means and methods to recognize 
employee contributions and service to the citizens such as recognition in the 
employee newsletter, Changing Times, departmental award programs and 
years of service awards. Other recognition awards programs may be developed, 
implemented and maintained by City management.

3.  Employee Events create camaraderie among the workforce and demonstrate the 
City’s commitment to supporting employee job satisfaction. Examples of events 
typically offered are Annual Employee Appreciation, Employee Tailgate, Holiday 
Reception, Administrative Support Professional’s Day and Take Your Daughter/
Son to Work Day.

4.  Professional Memberships and Certifications are typically funded by the City to 
enhance continuous professional involvement and learning. 

B.  Tuition Assistance 
 
The City of Lynchburg offers the Tuition Assistance Program (TAP) to eligible 
employees for coursework toward a college degree, professional certification, or 
developmental training. TAP provides financial assistance for external workforce 
development and learning that helps maintain a workforce that is capable of meeting 
the changing needs of departments and the organization. 



City of Lynchburg
Employment Policies & Procedures

84

Engaging and 
Developing Employees

1. Funding

a.  Funds for the tuition assistance program are determined annually as a part of 
the budget approval process. Based on approved funding, Human Resources 
will develop and publish annual payment levels.

b. Normally, no more than four courses will be funded during one fiscal year.

c.  Employees, eligible for financial assistance from other sources, such as Veteran 
benefits, grants, scholarships, etc., must include funding from those sources on 
the application form. Funding from other sources will be applied to total costs 
before determining the City’s maximum tuition assistance award. 

d.  Payments for graduate courses may be subject to federal tax withholding in 
accordance with The Small Business Job Protection Bill of 1996. Employees 
receiving payments for graduate courses may consult with the Financial 
Services Payroll Manager to determine the tax implications of such payments. 

2. Employee Eligibility

a.  Full-time and Part-time employees who have completed one year of continuous 
satisfactory service with the City are eligible to request tuition assistance.

b.  An employee who receives a final grade lower than a “C” in undergraduate 
courses, lower than a “B” in graduate courses, or “Fail” in Pass/Fail courses, 
certifications or developmental training will not receive funding and will be 
ineligible for tuition assistance for the semester following the unacceptable 
grade unless:

i.  The Human Resources Department determines that the grade resulted from 
circumstances beyond the employee’s control; or

ii.  The employee received no reimbursement or has reimbursed the City the 
amount that the City spent on the course.

3. Course Eligibility

a.  Coursework toward a college degree from an accredited college or university, 
including nontraditional programs such as accelerated courses and accredited 
correspondence and on-line courses;

b. Professional and technical certification courses; 

c. Developmental training;

d.  Coursework offered through a Continuing Education Program such as 
a K-12 Public School System or Community Center does not qualify for 
tuition assistance.
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4. Application Procedures

a.  TAP applications are accepted on a first-come, first-served basis throughout the 
fiscal year;

b.  Employees may apply for assistance after they have been accepted by the 
college, or other provider, and completed registration; 

c.  Applications must be submitted to Human Resources prior to the start of 
the course and must include all requested information, including departmental 
endorsements; 

d.  Tuition Assistance application forms are available on the City’s Intranet under 
“On-line Forms” or from the Human Resources Department.

5. Review and Approval 

a.  The Human Resources Director or designated staff shall review all TAP 
applications and make a final decision regarding funding. Applications may 
be approved, denied or “wait-listed” in the case of insufficient funds at the 
time of application.

b. Decision-making guidelines include, but are not limited to: 

i. value of the program to the organization;

ii. relevance to job;

iii. funding availability; 

iv. program completion status; 

v. length of continuous service; 

vi. performance level; 

vii. attendance record; 

viii. date application was received; and

ix. number of applications received.

c.  Applicants receive notification of approval, denial or “wait-listing” by 
letter or email.

d. Tuition assistance decisions are not grievable.

6.  Methods of Payment: The City of Lynchburg provides two methods of payment 
for approved assistance:
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a.  Tuition “Direct Payment” provides prepayment of approved course costs 
directly to the educational institution.

b.  Tuition “Reimbursement” provides reimbursement of approved costs directly to 
the employee after he or she provides a receipt for payment and evidence of a 
satisfactory grade for the course as defined above.

7.  Employee Obligation: When the employee requests and receives tuition assistance, 
he/she agrees to:

a.  Attend the class/courses on the employee’s own time, unless prior supervisory 
approval is obtained.

b.  Complete the course(s) approved;

c. Provide original receipts for approved costs;

d.   Provide the City with proof of a satisfactory grade for each course approved 
within 30 days of completing the course;

e. Continue to work for the City for one year after completing the course(s);

f.  Authorize the City to recover through payroll deduction, or other means, all 
or part of the tuition assistance monies expended if any of the following 
conditions exist:

i.  The employee does not provide the City, within 30 working days after 
completing the course, evidence that he/she received a grade of a “C” or 
above in undergraduate courses, “B” or above in graduate courses or “Pass” in 
certifications or developmental training programs;

ii.  The employee resigns, retires or is dismissed for cause, before fulfilling the 
obligations of the Tuition Assistance Agreement;

iii.  The employee drops an approved course for which payment has been made, 
regardless of reason, without prior approval from the Human Resources 
Department; or

iv.  The employee receives duplicate payment for the same course from any other 
source (scholarship, Pell grant, Veteran’s educational payments, etc.).
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