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Tuition Reimbursement
The program is outlined in section 15.3 of the Classified Contract linked here.
AFT-Guild-Local-1931-Classified-Staff.pdf (aftguild.org)

1. You have up to $3,500 of tuition reimbursement you can access in any fiscal year. The cost of the individual unit does not matter. The parameters outlined in the contract below do matter.
     a. Unit members must submit the completed tuition reimbursement form; receipts for registration, tuition, fees, and books; and a set of official transcripts; within 60 days following the successful completion of the course(s) to the District Employee Relations Office.
2. As long as it is from an accredited institution.
3. I don't believe there is pre-authorization unless you need to take leave from work in order to take the class. It is important to be aware of timelines, etc.
The payout periods for AFT Classified unit members are in March and September every fiscal year for this program. Reimbursement requests are due in Human Resources no later than February 28th, for the March payout period and August 31st, for the September payout period. Requests submitted after the deadlines will be processed during the next payout period.

In addition, here are links to the forms that you will need and they provide a little more information as well about receipts, etc.
   Tuition Reimbursement Form and Declaration Of Official Grade Form:
1. https://www.sdccd.edu/docs/HumanResources/HR%20Tuit%20Reimburse%20Form.pdf
2. https://www.sdccd.edu/docs/HumanResources/Tuition%20Reimbursement%20Declaration%20of%20Official%20Grade%20Report.pdf
Make sure you are aware of this timeline:
* NOTE: Transcript(s)-Or the “Declaration of Official Grade Report Submission” is required within 30 days (60 days for AFT: Office Technical/Maintenance and Operations employees) following successful completion of the class(es). Payment requests will not be processed without receipt of official transcript(s).

Education Incentive Program Form:
https://www.sdccd.edu/docs/HumanResources/compensation/forms/HR%20Forms%20-%20Compensation/HR%20Ed%20Incent%20Req%20Form.pdf 

Travel and Conference Fund  - in article 15.6 of our Classified contract. Application must be submitted to AFT with an attached copy of the District Travel Request Form, and conference agenda or announcement. 

Travel and Conference Funds Application - https://aftguild.org/wp-content/uploads/2019/05/Classified-Travel-Conf-Form_Dec-18-Update.pdf 

Professional Study Leave Application for Classified - terms and eligibility outlined in article 12.3.1 of our Classified contract. 
Professional Study/Development Leave Application Form: https://aftguild.org/Contracts/office/Professional-Study-Form.pdf
Professional Development Activities Proposal Form - https://aftguild.org/wp-content/uploads/2025/09/Classified-Professional-Activities-Proposal.pdf
Completion of Professional Development Activities - https://aftguild.org/wp-content/uploads/2025/09/Classified-Professional-Activities-Completion-Form.pdf 
ARTICLE XV - PROFESSIONAL GROWTH
15.1 Professional Growth
Professional growth is the continuous purposeful engagement in study and related
activities designed to retain and extend the high standards of classified unit members.
Upon the approval of their supervisor, unit members are allowed to take advantage of
professional development opportunities during their regular work hours, including travel
and conference requests.

15.2 Educational Incentive Program
15.2.1 A regular monthly classified unit member covered by this Agreement shall be
granted a one-step increase on the first (1st) of the month following verification of
satisfactory completion (grade of “C” or above) of twelve (12) semester units of
credit from an accredited institution. Courses must have been enrolled in and
credits must have been earned subsequent to the unit member's employment with
the District. Official transcripts verifying a grade of “C” or above will be
considered proof of satisfactory completion, in addition to the Educational
Incentive Program Request for Salary Advancement Form, shall be provided by
the eligible unit member and forwarded to the Office of Human ResourcesPeople,
Culture, and Technology Services.

Professional development activities(e.g.; conferences, workshops, certificates,
scholarly & creative works) may also be submitted for salary advancement.
These activities must be completed on the unit member’s own time.

Thirty (30) hours of conferences/workshops/seminars/classes (outside of the
SDCCD) or required time spent gaining a certificate equals one (1) semester unit.
Fifteen (15) hours as a presenter at a conference/workshop/seminar equals one (1)
semester unit. 

A proposal of hours to be completed shallmust first be approved
by the supervisor and then shall be submitted to AFT prior to the commencement
of the activity. 

Upon completion, an accounting of all hours completed will be
submitted to AFT and AFT shall make a determination on the appropriate number
of hours to be granted. 

The maximum number of hours allowed for any one particular conference may not exceed the total number of hours for which the conference was scheduled. Proof of conference registration and a full copy of the conference schedule shall also be required to be submitted for approval.
Units of credit obtained prior to promotion must be applied toward step movement within sixty (60) calendar days of the effective promotion date. The unit member shall ensure that the Compensation department is aware of these additional credits within this sixty (60) day period.

15.2.2 In recognizing the importance of education, the District agrees that at the
discretion of the appropriate manager, the workday may be adjusted to
accommodate classified unit members to attend approved courses.

15.3 Tuition Reimbursement
15.3.1 Upon satisfactory completion (grade of “C” or above) of a course from an
accredited institution as defined in 15.2 , a unit member shall be reimbursed for
tuition, registration fees (including fees for official transcripts), books, and
laboratory fees; provided however, that the total amount reimbursed shall not
exceed:

a. Three thousand five hundred dollars ($3,500) in any fiscal year (July 1 - June
30), and provided the total expended for unit members does not exceed the
balance of AFT’s allocation for tuition reimbursement, which shall be re-
allocated in the amount of fifty-one thousand ($51,000) per fiscal year (July 1
- June 30). 

Unit members completing classes with the San Diego Community
College District may exceed the three thousand five hundred dollars ($3,500)
maximum by the amount of the San Diego Community College District
tuition, including reimbursements for courses taken within SDCCD
Continuing Education.

Unit members must submit the completed tuition reimbursement form; receipts
for registration, tuition, fees, and books; and a set of official transcripts; within
60 calendar days following the successful completion of the course(s) to the
District Employee Relations Office.

If the educational institution is unable to provide the unit member with a set of
official transcripts within the 60-day timeline, the unit member must submit the
Declaration of Official Grade Report form to the Employee Relations Office
within the 60-day period following the successful completion of the course(s) in
order to retain eligibility to obtain reimbursement.
Reimbursement will not be made until the official transcripts are received in the
District Employee Relations Office.

Failure to submit either the set of official transcripts OR the Declaration of
Official Grade Report form to the District Employee Relations Office within the
60-day period following the successful completion of the course(s) will result in
forfeiture of any reimbursement request for said courses.

Reimbursement checks shall be issued twice per year, in March and September of
each year.









15.4 Staff Development Activities
At the discretion of the immediate supervisor the unit member may be granted release
time or have their workday adjusted to accommodate unit members to participate in
approved staff development activities, including convocation (remotely or in-person),
provided the total length of the unit member’s workday does not exceed the number of
regularly scheduled hours for that day. Unit members may contact the manager
immediately above the supervisor for assistance if they believe they have been unduly
denied access to the staff development program.

In the event such a contact is made, the manager immediately above the supervisor shall
within thirty (30) working days hold a follow-up meeting with the unit member.


15.6 Travel and Conference Fund
A yearly allocation of twenty-six thousand dollars ($26,000) for unit member travel and attendance for job related workshops, professional licensure/certification, and/or conferences shall be provided.
AFT will administer the disbursement of these funds.

