Description of the Tuition Aid Program

Purpose: The purpose of the tuition aid program is to financially assist employees who
desire to enhance their careers in the Judiciary. The Program is available for those
employees who, on their own time (unless otherwise provided by collective
negotiations agreement), and at their own expense, voluntarily enroll in eligible courses
or degree programs and successfully complete them. After approval of an employee's
participation, the Judiciary may provide reimbursement of the basic cost of the course
or a portion thereof.

Employee eligibility: Eligible employees include full-time employees:

e Who have had at least one year of Judiciary service at the time their course
begins; AND

e Are not currently under immediate suspension without pay pending criminal
charges; AND

e Who have no sustained major discipline within two years of the start date for the
class; OR

e Who have no sustained minor discipline resulting in a suspension within one
year of the start date for the class.

Note: The employee must remain in Judiciary employment for at least one year
following the completion of the reimbursed course. If the employee leaves Judiciary
employment within one year following completion of the course, they must refund the
Judiciary the reimbursement monies they received for that course.

If an employee 1s deemed ineligible, the applicant will be notified via email. Applicants
may request a discussion regarding the reason for the denial through their
Vicinage/Central Office Tuition Aid Coordinator. If necessary, AOC senior
management will issue a final decision about eligibility.

Course or program eligibility: Subject to the individual language in the collective
negotiations agreements, the tuition aid program covers:

e Individual courses or courses in degree programs that are either related to the
employee's current job or that would assist the employee in competing for any
other title in the Judiciary.

e Undergraduate and graduate courses at, or through, an accredited educational
institution as well as technical, supplemental, or professional development
courses.
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e [f the employee is pursuing a degree program, then any course required for the
degree can be covered, including both elective and non-traditional courses.

e The reimbursement can cover tuition and any other required cost of the course,
such as mandatory books or other required course material.

If the course 1s deemed ineligible, the applicant will be notified via email. Applicants
may request a discussion regarding the reason for the denial through their
Vicinage/Central Office Tuition Aid Coordinator. If necessary, AOC senior
management will issue a final decision about eligibility.

First-come, first-served: Funding for tuition aid is limited. Therefore, the principle of
first-come, first-served will apply to applications based on the date and time the
application is received. Once the full amount of the fund for each bargaining unit or
group is allocated, further applicants to that fund will be placed on a waiting list. CWA
bargaining unit employees will be notified of their status on the waiting list. Assuming
all requirements are met, waiting list employees will be reimbursed if funds become
available.

Reimbursement Amount For the Contract Term 2024-2028: Employees covered
by the:

e JCAU contracts:

e Are eligible to receive up to $750 per course, up to a maximum of $1,500
per fiscal year.

e The program includes undergraduate, graduate, technical, supplemental,
or professional development courses at or through an accredited
educational institution.

e [f the employee is pursuing a multi-course degree program, then any
course that is required for the degree can be covered, including elective
courses, as well as non-traditional courses as long as they are part of a
degree program at an accredited institution.

e CWA contract:
e Areeligible to receive up to $1,500 per course, up to a maximum of $1,500
per fiscal year.
e The program includes undergraduate, graduate, technical, supplemental,
or professional development courses at or through an accredited
educational institution.
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e [f the employee is pursuing a multi-course degree program, then any
course that is required for the degree can be covered, including elective
courses, as well as non-traditional courses as long as they are part of a
degree program at an accredited institution.

e If funding is exhausted, eligible CWA applicants will be placed on a
waiting list and will be notified of their status. Status will only include
their position at the time they are placed on the waiting list. There will not
be updates as to the changes in position on the waiting list.

e PANIJ-CRP contract:

e Are eligible to receive up to $100 per fiscal year for their attendance to
the PANJ Annual Training Conference and $200 per fiscal year towards
an advanced degree in a subject related to their employment from an
accredited institution for higher education.

e [fthe employee does not utilize $100 towards the PANJ Annual Training
Conference, the employee may utilize the $300 total per fiscal year
towards an advanced degree in a subject related to their employment from
an accredited institution for higher education.

e PANIJ-PSU contract:

e Are eligible to receive up to $100 per fiscal year for their attendance to
the PANJ Annual Training Conference and $100 per fiscal year towards
an advanced degree in a subject related to their employment from an
accredited institution for higher education.

o I[fthe employee does not utilize $100 towards the PANJ Annual Training
Conference, the employee may utilize the $200 total per fiscal year
towards an advanced degree in a subject related to their employment from
an accredited institution for higher education.

e OPEIU/OCR contract:

e Are eligible to receive up to $300 per fiscal year towards any continuing
education necessary to maintain their professional credentials.
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e Confidential employees and Court Executives:

e Every four years, the Judiciary will determine the amount dedicated to this
fund.

e The program allows reimbursement for undergraduate, graduate,
technical, supplemental, or professional development courses at or
through an accredited educational institution. If the employee is pursuing
a multi-course degree program, then any course that is required for the
degree can be covered, including elective courses, as well as non-
traditional courses as long as they are part of a degree program at an
accredited institution.

¢ Confidential employees are eligible to receive up to $600 per course, to a
maximum of $1,200 per fiscal year.

e Court Executive employees are eligible to receive up to $600 per course,
to a maximum of $800 per fiscal year.
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Getting Started
Submit Course for Approval

e Employees seeking course approval must submit their application through the
online Tuition Aid Application.

e Employees must submit their application via a Judiciary issued computer with
their employee login information.

e Applications for course approval must be submitted prior to the start date of the
course. Applications received after the start date of the course will be denied
automatically.

e A separate application is required for each course.

e Reimbursement is only available for approved courses.

To access the online Tuition Aid Program

1. Go to the Judiciary InfoNet home page and select “For Employees” from the
top row of tabs

~

New ]crscy Courts

[ b st

[GREREINEE My Applications ~ I Municipal Courts Web Search

Admin Offices Divisions For Judges Legal Reference For Employees Policies ATCSU Guides Who When Where

v v v v v v v v

Essential Links Highlights Site Updates

2. Select “Human Resources” from the left menu

QNcw Jcrscy Courts

) oo EA———

Infonet Home MyAppIications Ml Municipal Courts Web | Search

Admin Offices Divisions For Judges Legal Reference For Employees Policies ATCSU Guides
v v - v v v v -

For Employees

Human Resources

The New Jersey Judiciary is recognized as one of the best court systems in the United States. You are a part of this fine reputation.

Policy Basics As a Judiciary employee, you are part of that team who value high quality public service and foster stable communities through
Videos fair and just resolution of disputes.
Job Opportunities The Judiciary strives to maintain a talented workforce by offering a work environment that recognizes the necessity of career

growth opportunities for vou,_our emplovee. You are encouraged to continue to make a difference in the Judiciary by visiting this
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3.

Select “Labor and Employee Relations” from the HR page tabs

Infonet Home ’ My Applications ¥ ’ Municipal Courts Web ]

Admin Offices Courts Divisions For Judges Forms Legal Reference

For Employees
-

-

Policies

Search

ATCSU Guides Who When Where

- v

Human Resources Human Reg ygncements eCATS

oNeCiony

For Employees

Human Resources

Policy Basics
Videos

Judiciary Employee Policie: Labor and Employee Relations

Organizational Development and Traini nd Benefits

Job Opportunities Human Resources

eave Administration Unit

Placement and Classification Units

AllOne Health EAP

4.
“Tuition Aid Application”.

InfoNet

‘I}t New Jersey Courts

ndependence + ntegrity + Fauness + Quality Service

[ Infonet Home I My Applications ~ l Municipal Courts Web

Admin Offices Courts Divisions Forms

v - v

For Judges
-

Legal Reference
v

For Employees
v

v

Human Resources Human Resources Directory Announcements eCATS

For Employees

Human Resources

Policy Basics
Videos

Judiciary Employee Policies Labor and Employee Relations

Organizational Development and Training Payroll and Benefits

Job Opportunities Labor and Employee Relations

recommendations for dealing with labor and employment matters.

Staff
Lisa Beteta, Chief
David Yi, Assistant Chief

Collective Negotiation Agreements (Contracts) and Side Letter Agreements - Archive

Tuition Aid Reimbursement Program

and Voucher can be found by selecting the appropriate link below:

e Tuition Aid Application

e Tuition Aid Human Resources Contacts
Performance Advisory Forms

Workplace Poster Compliance

Policies

Leave Administration Unit

Placement and Classification Units

Labor and Employee Relations is responsible for consulting with Judiciary management in making practical and effective

In order for the course/class to be considered for reimbursement, the course/class start date must be after July 1 but prior to June
30 of the current fiscal year. The Description of the Tuition Aid Program and the Instructions for Submitting Tuition Aid Application

o Description of the Tuition Aid Program & Instructions for Submitting Tuition Aid Application and Voucher

Scroll to the bottom of the “Labor and Employee Relations” page and select

ATCSU Guides

v

Who When Where
-

AllOne Health EAP

609-815-2900 x52741
609-815-2900 x54801
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5. Select New Request tile to initiate the application.

Ho

Tuition Aid User Dashboard

My Submissions Help

2 e

6. Complete the fields on the page, paying close attention to starred fields which are
required, including the Acknowledgements section at the bottom of the page. For

additional definition of fields, see Appendix A.

Home  New X v
Personal Information
Employee ID Lastname First name Middle initial
Job Tie Vicinage Division Bargaining Unit
Work Address
Address linc1 * Address line2
ciy * State * Zip Code * Work Phone
N ]
Home Address
Address line1 * Address line2
city ® State * Zip Code * Home Phone
N
Course/ Educational Institution Information
Course Code (it applicable) And Course Title *
Course Description (From Catalog or Announcement of Program) *
Remaining: 255 characters
.

Course Start Date * Course End Date * Degree Program

8 B Yes | No

Educational Institution Name *

Institution Address
Address line2

Address linet *
Institution Phone

city * State * Zip Code *
N
Tuition
Tuition s * Books § Requested Amount
s s -

Other Expense §
s

Explanation of Relevance of Course of Study *

Acknowledgements

[ 21 have been employed by the Judiciary for at least one year.
+[[] b1 have not received sustained major discipline in the last two years.

+[] «1have not received sustained minor discipline that led to a suspension in the last year.

+[] d.1am not currently suspended without pay pending criminal charges.

«[] el expectto remain in the Judiciary's employment for at least one year following the completion of this course or courses.

I acknowledge that the above statements are true to the best of my knowledge. | understand that | am responsible for payment of the costs of the educational program described above and that this application, if approved, would reimburse me for a portion of those costs. | understand that the reimbursement
ion of final documents within the required 6 weeks of course completion. | agree to return to the Judiciary the full amount of tuition aid I received if I leave

depends on my satisfactory completion of the course(s) described above, and if grades are given that it depends on a grade of C or better AND timely submi
Judiciary employment sooner than one year following completion of this course. | understand that failure to provide reimbursement prior to leaving my employment may also lead to my resignation not in good standing.

Cancel
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7. Select the “submit” button to submit your application. You will receive a
confirmation email noting that your application has been submitted for review.

You will be notified via email that your application has been submitted and a decision
is pending. Future reimbursement will be based on the satisfactory completion of the
course requested and funding availability.

Should you have questions while completing this step, please reach out to your local
Tuition Aid Coordinator.

You can access your application in the “My Submissions” tile to review, update or
modify at any time after submission.

Home
Tuition Aid User Dashboard

New Request Help

+ (2]

Required Documentation

Upon completion of the course, you must submit your required documentation within
six weeks of the “course end date.”

Review the Signed Submission of Documentation Checklist. Mark each task as
complete, sign, and upload checklist and all documentation into the online Tuition
Aid Program.

e Signed Submission of Documentation Checklist

e Proof of satisfactory completion of the course, which can include
documentation demonstrating a grade C or better; documentation
demonstrating a Pass, if the course is Pass/Fail; and/or a certificate of
completion.

o Please note: that a C- is not considered acceptable for
reimbursement. If alternative grading is submitted, proof of the
grading system must be included and approved by HR. The
paperwork must include name of student, semester, course, school
and final grade.
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e Proof of total cost of course. A tuition bill which must include all costs,
semester, school, and student name.

e Proof and method of full payment, i.e. front and back of check, credit card,
loans and financial aid paperwork, bank statement, etc. If paid by college
payment plan, the applicant must show complete payment for the course.

If documents are not submitted within the six-week time frame,
any reimbursement funds that would have been paid will be deemed forfeited.

Example of a Completed State of New Jersey Payment Voucher

STATE OF NEW JERSEY DOCUMENT BATCH ACTG | FY
1c | acy | NUMBE e Aoy | NUMBER PER
PAYMENT VOUCHER [“T %" [
(VENDOR INVOICE) PP START SCHED PAY [CHK 0FF| F |RF | ck|(A) VENDOR !
PO # PV DATE MO | DY [ YR | Mo | oy | Yr |CAT|LIAB| A | TY | FL IDNUMBER |
I EmployeSS# :
TRACT NCY R BUYER) (B) TERMS PAYEE: - SEE INSTRUCTIONS FOR | (&) TOTAL AMOUNT
COMPLETING ITEMS $0 00
.~ (A) THROUGH (G} .
) PAYEE NAME AND ADDRESS: ® SEND COMPLETED FORM TO:
Employee Name
Employee Address
() PAYEE DECLARATIONS
| CERTIFY THAT THE WITHIN PAYMENT VOUCHER IS CORRECT IN ALL Trere Employee Signature
ITS PARTICULARS, THAT THE DESCRIBED GOODS OR SERVICES PAYEE SIGNATURE "~ """~
HAVE BEEN FURNISHED OR RENDERED AND THAT NO BONUS HAS
BEEN GIVEN OR RECEVED ON ACCOUNT OF SAID DOCUMENT. . 'Employee Title”?
PAYEE TITLE BILLING DATE
REFERENCE G PAYEE REFERENCE
LINE NO CcD AGY. NUMBER LINE ( )
1
I [ I iy (B
3
FUND AGCY | ORG CODE | SUB-ORG | APPR UNIT | ACTIVITY CD | OBJECT CD | SUB-0BJ REV SRCE | SUB-REV PROJECT/JOB NO
1 -----------------------------------------------------------------------------------
2
3
RPTCT BS ACT |DT DESCRIPTION QUANTITY AMOUNT 1D |PF | TX
1 .............................................................................
2
"N%f COMMODITY CODE / DESCRIPTION OF ITEM QUANTITY UNT UNIT PRICE AMOUNT
1. |'Course title and school 1.00 ea $0.00.
2 $0.00
3 $0.00
TOTAL $0.00
CERTIFICATION BY RECEIVING AGENCY: | cerlify thal the above articles have boen 'CERTIFICATION BY APPROVAL OFFICER: | cartify that this Payment Voucher is
received or sarvices rendered as stated herein, correct and just, and payment is approved.
T T MiewdzedSgnanre T T[Tttt AlhodzedSignawrs T TTTTT
N NN PRI | TR g T meeeeeees FERPPPR
TSR TR
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Additional Requirement(s): Employee must make sure that their W-9 Preferences
are updated in the State of New Jersey, Employee Self Service.

Updating Your W-9 Preferences

W-9 Preferences only need to be set up once, prior to submitting your first NJ State
Payment Voucher. If you have previously submitted a NJ State Payment Voucher for
other reimbursements and received your reimbursements, your W-9 is already set.

To update your W-9 Preferences you must go to NJ.gov.

Log into myNJ
e To log into myNJ, go to nj.gov

%% nj.gov

) OFFICIAL SITE OF THE STATE OF NEW JERSEY
J/

4
Login to myNJ

Home About NJ
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C @ 2 my.nj.gov/aui/login

C3 Managed bookmarks gg

If you need to register for
Unemployment fits
please go to
myunemployment.nj.gov
Unemployment services are
only accessed through that
site

Password:

Otherwise, register for
myNewJersey services here

Forgot your login ID?

Forgot your password? w‘ w

Need help?

Once logged in, select Employee Self Service

<« C M 25 my.nj.gov/portal/Desktop

C3 Managed bookmarks 88

" OFFICIAL SITE OF THE STATE OF NEW JERSEY

mylN

Applications

Civil Service Commission Applications

OMB Applications

Employee Self Service
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On the left menu select W-9 Preferences

§) OFFICIAL SITE OF THE STATE OF NEW JERSEY

Department of Treasury
Office of Management and Budget

Employee Self Service

Home Documents Eamings~ TaxForms~ Help~ = 2 ®Signout
News and Announcements

There are no announcements at this time.

deposit to a personal bank or credit union Tax Form History Print Preferences
account, or enroll in the New Jersey
Payroll Card program.

Learn more

W9 Preferences

Manage what information will be siiia
with NJCFS.

Manage Preferences

Complete “Employee ID and Accounting System Payment Preferences”

NJCFS - Manage Employee ID and Accounting System Payment Preferences

The New Jersey Comprehensive Financial System (NJCFS) is utilized by state agencies to pay employees' travel, training, and tuition reimbursements. Like the Payroll System, the
Employee ID is used as the identifier within NJCFS for these employees. Also like the Payroll system, associated with this Employee ID is the employee's Name, Address, Social
Security Number and Direct Deposit Information. To keep NJCFS automatically in sync with this information from the Payroll System, Employee Self Service can be configured below
to initially send and then update the Employee ID, Name, Address, Social Security Number, and Direct Deposit information in NJCFS.

Please contact AAIUNIT@treas.nj.gov with any questions or concerns.

Payrolfidata. This is the default option.

O Updatefhutomatically - Substitute W9

Selectfhg this option indicates that your Employee ID, Name, Address, and SSN will be automatically updated within NJCFS. (Note: Selecting this button is the same as
comp|fiting and signing the required NJ W9-Questionnaire form required for all payees of the NJCFS.)

O Updajp Automatically - Both Substitute W9 and Direct Deposit Registration Form

ting this option indicates that your Employee ID, Name, Address, SSN, and Direct Deposit information will be automatically updated within NJCFS. (Note: Selecting
button is the same as completing and signing the required NJ W9-Questionnaire form and the Credit Authorization Agreement Form required for all direct deposit
payees of the NJCFS.)
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Proceed to the Authorization and Save Preferences

Authorization for Setup

Read the following and check the box below.

When selecting any button above, the employee acknowledges acceptance that the requested update to NJCFS will take effect on the next state business day.

When selecting a button above that authorizes the sharing of information with NJCFS, the employee certifies that the related social security number is his/her correct
taxpayer identification number on file with the IRS and that he/she is currently not subject to backup withholding for NJCFS payments

When selecting the button above that shares direct deposit information with NJCFS, the employee certifies that he/she agrees to allow payments from NJCFS to settle
automatically in his/her bank account without a paper check or check stub. This authority remains in effect until the employee selects differently.

When selecting the button above that shares direct deposit information with NJCFS, the employee acknowledges acceptance that new or changed direct deposit banking
0 a 5 day pre-notification period in which paper checks will continue to be generated before direct deposits are automatically made.

O Check to indicatefyou have read and understand the statements above.

Save Preferences JNeEhlE]

You will receive a notification banner that your W-9 Update Preferences have
been saved.

v Your W-9 update preferences have been saved.

You can now sign out of Self-Service.
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APPENDIX A

Course/Educational Institution Information:
Course title: Official title of course including catalog number.

Course description: Provide a full description of the course from the catalog or
program announcement.

Start date and end date: The scheduled start and end dates for the class
(MM/DD/YY). The start date must be between July 1 and June 30.

Part of a degree program: If yes, identify the degree and major you are seeking.
Educational institution name: Name of the educational provider offering the course.

Tuition, books, and other required materials or fees: Total tuition and other direct
required costs for taking the course. Do not insert indirect expenses such as
transportation, parking, or any other optional expenses.

Total cost of course: If the application is completed online, this will be calculated
automatically; otherwise, enter the sum of the tuition, books, and other required fees
and material.

Amount of reimbursement being sought: Amount of reimbursement being sought
(based on amounts stipulated in each bargaining unit contract).

Explanation of relevance of course of study to the mission of the Judiciary: Provide
a description of how this course will help you in your current position or in competing
for another Judiciary position or title.

Acknowledgements: Your submission indicates both your understanding of the
requirements for participating in the program (including your intention to remain in
Judiciary employment for at least one year following the completion of the course) and
your acceptance of the responsibilities for satisfactory course completion.

vTM2026.08.25 Page 14 of 14



