
  

 

1 
Town of Westwood Policy #502 

 Date of Origin: 8/18/2025 

 Approved by the Select Board:  8/18/2025 

 Next Review Date:  7/1/2030 

 

Town of Westwood 

Benefit Administration  

Education Reimbursement Policy 

Policy #502 

   

1. PURPOSE AND SCOPE  

a. The purpose of this policy is to set guidelines enabling employees to further their 

work-related educational pursuits. 

2. APPLICABILITY   

a. This policy applies to benefits-eligible non-represented positions in the Town of 

Westwood who have completed their probationary period. This policy excludes 

those positions under the supervision and control of the School Committee. 

Employees whose positions are governed by a collective bargaining agreement 

are subject only to those portions of this policy that are not specifically regulated 

by those laws or agreements. 

3. DEFINITIONS   

a. Reserved for future use.  

4. POLICY  

a. Employees shall be reimbursed for education expenses related to certificate 

programs, undergraduate and graduate programs. Course-required expenses 

eligible for reimbursement include but are not limited to tuition, course 

registration, and fees.  

b. All coursework must be work-related or must directly advance the professional 

development goals of the employee, and will be considered so only under the 

discretion and approval of both the Department Head and Deputy Town 

Administrator.     

c. Reimbursement will be dependent on the employee’s receiving a level B- (B 

minus) or better. Reimbursement exceptions may be granted at the discretion of 

the Town Administrator/designee.  

d. Employees may be reimbursed up to $1,500 per course and up to $3,000 per 

fiscal year.  

e. Education reimbursements will be subject to appropriation.  

f. The $3,000 per employee per fiscal year maximum may be increased for 

extenuating circumstances if requested in advance by the Department Head and 

approved by the Deputy Town Administrator.   

5. PROCEDURES 

a. Upon course completion, the employee must submit to the Department Head, 

an official transcript or document displaying course grade/satisfactory 

completion of the course, and receipt of payment for course registration and/or 

related expenses. The Department Head will submit these materials to the 

Deputy Town Administrator for review and submission to the Finance 
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Department for payment.   


