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Tuition Reimbursement Guidelines 
MaineGeneral Health encourages you to develop new skills, which will benefit you and those you serve. 

MaineGeneral Health offers a tuition assistance program to eligible employees.  This benefit provides tuition assistance for courses 
and programs leading to a degree directly related to a health care career or certification program supporting you in your current 
position.  

What kind of education is covered?  Tuition Reimbursement is designed for employees seeking to further their education in 
college courses and certain certificate programs. The degree that you are seeking must be in preparation for a position currently 
practiced at MGH. Courses must be taken from accredited colleges.   

Tuition reimbursement pays for the cost of tuition only, not books, fees, or supplies.  You may take advantage of other sources of 
education assistance as well, such as grants, VA benefits and scholarships, however, MaineGeneral tuition reimbursement will only 
reimburse for tuition that is not otherwise reimbursed by these scholarships, grants or VA Benefits. If you take advantage of these 
VA benefits or Grants, you will have to show what expenses were covered by these benefits/grants to verify what tuition expenses 
remain. 

Who is eligible? You are eligible if you have been continually employed at MGH for at least six months, and work a regular 
schedule of at least 20 hours/week. 

If your scheduled hours change during your course, you must notify the Benefits Department.  If you change to per diem status, you 
will NOT be eligible for tuition reimbursement.  If you continue your course work while out on FMLA, reimbursement will be made 
upon your return to work within the 12 week period allotted for a FMLA leave. 

How do you apply for reimbursement?  You must apply for tuition reimbursement no sooner than 6 weeks BEFORE the start of 
a course by completing the Spend Authorization Request in Workday. Requests Received after the course has started cannot be 
approved. You will be notified electronically whether your application meets the eligibility criteria. If the application is approved, the 
amount you can rely on will be included. Because funds are limited, tuition reimbursement is available on a first come first served 
basis 

How do you get reimbursed?  To receive reimbursement for your course, you must:       

• Achieve a grade of C or P (Pass). 
• Attach proof of passing grade of C or P (Pass) 
• Attach proof of payment made to the school 

Failure to submit your grade and proof of payment within 30 days may result in your losing eligibility for your reimbursement. 
Spring semester students should provide these proofs no later than June 30th to ensure full access to available funds.  

*** Did you receive other Grants, scholarships, or VA benefits?  If so, how much was applied to your tuition? (excludes funds 
used for books or fees). 

Tuition Reimbursement Limits: Tuition Reimbursement limits are set each fiscal year. The fiscal year limit is $1500.00. The yearly 
reimbursement limit is pro-rated for part-time employees who are eligible for the benefit. Of course, all reimbursements are subject 
to fund availability for that year.  

 
Questions?  Call Janice Coro at 207-861-3461 or email Janice.Coro@mainegeneral.org 
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