
Tuition Rebate Program
Process Overview for Employees

START

Employee completes the digital
Step 1: Program Application form.  

Then prints it out, receives the 
necessary signatures, and sends it to 
the Professional Development (PD) 

Team in Human Resources (HR).

Approved?

The PD Team will provide an explanation 
as to why the Application was declined 

and recommend next steps.

The PD Team will provide an explanation 
as to why the Application was declined 

and recommend next steps.

The PD Team will notify the employee 
that their Application was approved, 
and to move ahead to complete the 

Step 2: Funding Request form.

The PD Team will notify the employee 
that their Application was approved, 
and to move ahead to complete the 

Step 2: Funding Request form.

END

Employee completes the digital
Step 2: Funding Request form. Then 

prints it out, signs it, and sends it to the 
PD Team along with the supporting 

documentation for the request.

Tuition Reimbursement must include: *
• tuition receipt
• proof of payment
• proof of successful course completion

Tuition Advance must include: *
• tuition receipt
• proof of payment
• signed tuition advance agreement

The PD Team reviews the submission 
for accuracy and confirms the employee 

has an approved Step 1: Program 
Application on file.

Approved?

The PD Team will provide an explanation as to 
why the Funding Request was declined and 

recommend next steps, if applicable.
No

The PD Team will notify the employee that 
their Funding Request was approved and 
send the paperwork onto Accounting for 

processing and payment.  

NOTE: Payment will be received by the 
employee via direct deposit, within two weeks.

The PD Team will notify the employee that 
their Funding Request was approved and 
send the paperwork onto Accounting for 

processing and payment.  

NOTE: Payment will be received by the 
employee via direct deposit, within two weeks.

Yes

ENDTuition Reimbursement

Tuition Advance
By the date submitted on the signed Tuition 

Advance Agreement, the employee must provide 
proof of successful completion for each course listed 
on the Funding Request form.  Documentation can 

be sent electronically to PD@flemingcollege.ca.

By the date submitted on the signed Tuition 
Advance Agreement, the employee must provide 

proof of successful completion for each course listed 
on the Funding Request form.  Documentation can 

be sent electronically to PD@flemingcollege.ca.

The PD Team works with 
Accounting to clear the 

Tuition Advance.
END

The PD Team reviews the 
submitted Program 

Application to confirm 
employee and program 

eligibility.

END

No

Yes

* Visit the “Helpful Resources” section of our webpage for 
examples of each supporting document.
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