
RESOLUTION No. 23~4~2 
OF THE BOARD OF SUPERVISORS OF THE COUNTY OF NEVADA 

RESOLUTION AMENDING THE NEVADA COUNTY PERSONNEL 
CODE SECTIONS 23, TUITION PAYMENT AND REIMBURSEMENT 
PROGRAM, AND P-7, TRAVEL REIMBURSEMENT AND EXPENSE 
PROGRAM 

WHEREAS, the County adopted a comprehensive revised Personnel Code at their 
December 11, 2018 meeting, per Resolution 18-591; and 

WHEREAS, the County adopted subsequent revisions to the Personnel Code by 
Resolutions 19-602, 20-264, 20-439, 21-111, and 21-494; and 

WHEREAS, the County is interested in maintaining effective human resources policies 
and procedures that comply with federal and state regulations that meet the service needs of the 
County; and 

WHEREAS, the County is committed to providing employees with fair and understandable 
policies and rules; and 

WHEREAS, business process changes necessitate revisions to the tuition reimbursement 
policy, found at Section 23, and the travel policy, at Section P-7; and 

WHEREAS, all Bargaining Units were provided with the proposed changes to Personnel 
Code sections 23 and P-7 as outlined in Exhibit B and had no objections. 

NOW, THEREFORE, BE IT RESOLVED by the Board of Supervisors of the County of 
Nevada, State of California, that the revision to the Nevada County Personnel Code, effective 
September 12, 2023, is approved in substantially the same form as attached hereto in Exhibit B. 



PASSED AND ADOPTED by the Board of Supervisors of the County of Nevada at a regular meeting of 
said Board, held on the 12th day of September, 2023, by the following vote of said Board: 

Ayes: Supervisors Heidi Hall, Edward C. Scofield, Lisa Swarthout, 
Susan Hoek and Hardy Bullock. 

Noes: None. 

Absent: None. 

Abstain: None. 
ATTEST: 

JULIE PATTERSON HUNTER 

Clerk of the Board of Supervisors 

/~~`~W ~ ~ J 
Edward C. cofie hair 
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NCVADA COUNTY, CALIFORNIA 

Personnel Administrative Guidelines 

SECTION 23 - TUITION PAYMENT RCIMBURSGMGNT PROGRAM 

23.1 OBJGCTI VAS 

The continuing education program is designed to assist employees in achieving their higher 

education degree goals such as AA/AS, BA/BS or MA/MS. 

23.2 ELIGIBILITY OT COURSES I'OR TUITION PAYMENT/RGIMBURS~MENT 

The following criteria shall be used in determining the eligibility of courses for tuition 

reimbursement. 

A. The degree program must be related to the work of the employee's position or 

occupation. Courses taken must be required in order to obtain the degree. 

B. Application to the program should be made 60 days prior to start of the degree 

program. 

C. The degree program must be taken at accredited institutions approved by the 

County. Classes enrolled in must be part of the educational plan in order to achieve 

the ultimate goal of obtaining the degree. 

D. The employee must be in good standing with the County which includes positive 

performance evaluations and no disciplinary history. 

E. Employees may only participate in one County tuition program at a time. 

F. Courses a~•e not eligible for the tuition program if they: 

(1) Are taken to bring unsatisfactory performance up to an acceptable level. 

(2) Are taken fo acquire basic skills or basic knowledge which the employee 

was deemed to have when appointed. 

(3) Duplicate available in-service training. 

(1) Duplicate training which the employee has previously received. 



(2) Classes taken prior to acceptance to the program with a signed contract will 
not qualify for reimbwsement. 

G. Conventions, workshops, short courses, institutes, etc., are not included in the 
Tuition Reimbursement Program because of the difficulty in establishing criteria 
which are consistent with those used to evaluate more traditional courses - for 
example, such programs are often given by non-accredited institutions, involve 
County time, considerable travel expense and are not easily comparable to any other 
program. Therefore, departments participating in such a program shall continue to 
use the transportation and travel account in their usual manner. 

23.3 ELIGIBILITY OF EMPLOY~GS ['OR TUITION PAYMENT/ 
R~IMBURSEM~NT 

Probationary and regular full-time employees performing their jobs satisfactorily are 
eligible for payment of or reimbursement of tuition at the sole discretion of the County, as 
determined annually by the Board or its designee subsequent to adoption of the County 
operating budget. 

23.4 NATURr OT PAYM~NT/RGIMBURSGM~NT 

The nature of payment/reimbursement is as follows: 

(a) Payment/reimbursement amount is specified in applicable MOUs. 

(b) Pre-payment/reimbursement shall be used for tuition, books, registration fees and 
laboratory fees,,,~ind 111esc.,_terns._ar.4eligible for reimbursement only. Expenses for 
parking, travel, meals and other incidental costs are not reimbursable. 

(c) Payment in advance will be made only for registration of a single class orsemester 
depending on how the school requires payment. If the employee fails to complete 
the class with a minimum final grade of C or its equivalent in an undergraduate 
course, or B or its equivalent in a graduate level course, the employee will 
reimburse the County within 30 days for the total fee for registration that the County 
paid. If the County is not reimbursed within 30 days, the employee agrees to have 
the registration withheld from their future County payroll vouchers. 

(<1) ReimUursement shall be made to the employee on the completion of the course with 
a minimum final grade of C or its equivalent in an undergraduate course, or B or its 
equivalent in a graduate level course. For courses that do not give letter grades, 
proof of completion or passing the course is required. No reimbursement shall be 
made for courses that have been withdrawn fi•om, failed or incomplete courses. 

(e) Reimbursement received from other sources for tuition, books, registration and/or 
lab fees will be deducted from the cost of such expenses in determining the amount, 
which the County will pay. 

Deleted: are 

( Formatted: Font color: Red 



23.5 OUTLINC OF PROCGDURC GOR TUITION I'AYM~NT/RGIMBURS~MENT 

The procedure for tuition payment/reimbursement follows these steps. 

A. ~i iro~al of Lhc cmi?Io~cc's ~u~ticipation in thc'fuition R~imburscmcnl 1'roeram 
~ti ill hr ob~.iincd thrc~u~h the'I'uition Reimbursement ShnreYoint sites The employee 
shall apply for tuition ad~ince_payment/reimbursement, prior to em•ollment, , 
erc~~tins~ an I~,ducation Plan in IIIC; ~I~UIU011 Reimbursement SharePoinl rile and 
u~oadin~ ~erilic~ition of enrollment in yin accredited instilucion in ihcir L-;ducation 
Plan., 

B. The employee's Department Head shall either recommend approval of the 
~ cl icciti~~n_ I?la~i,,,or deny it. If the Depa~~tment Head recommends approval, ~ hey. 
shallrpin~ the I, dii~~~tion,,,l'Ir~,i.~,to the County Executive Office for review and final 
approval or denial. 

~........_Llp~n._apa~rc~yal_of lhc._f;clue_~~ton_I'I~n~em_~lo~-ce._~j~ill create .tl~cir_C'iO__Intial_l?Ian 
end Annu~l..A~lie~t~on in._tlie Iiiilion Reimbursement SliarePoint titc_unclei . (I~~,, 
CEO.._A~plicaticros Tab _end ~outc..._for_a~~~~roval:._Unce 1pp~c~~yd em.~lo~c,c, w_i_II 
create the CI O nnnual Contract in the "C'uition Reimbursement Sha.rePoint Site 
ui~cler„11~e.CU_Appl,ic~tions T3b.aid..:c:~iri,~lcte._the...al~pro~riate...."Ne~~zda..C~unt~. 
:1'uilion ..ltennbur_Se,mc,ul/1_: ciucati<in ilssistance ilgre~inent lnd ,i~~ad ii _to. tl~t 
~'lnnu it CEO C onl~a~t taU_ai~d ro~~te,for_apin~o~.,~iL 

{D~ ..:Clie tuiti~»,iumhutie.m~nt iund5 ~4~II.th~n b~_mc.11idecl m voui_cic~~irUnci?t bucl~ei, 

(GZ............Approvai for reimbursement will be contingent on employee's agreement to the 
terms in the ;`Nevada County Tuition PaymendReimbursemend Education 
Assistance Agreement" which may be amended by the County and is subject to 
annual review and renewal. 

(I ') I'i iu~. to tir iit.i_ng ~~ loss ui ~em~ster of classcs~ emplo~~ec will add c<ich equine to their 
1 ilu~atiun PI_~~.n c>n ~h~~ I uiti~m.._Reimbtusen~~nf SharePoint siie__uncier the_Pendi 
C ciu ses. Tab._._an~l runi~~l~t~ .md a load..a tuition. Rzimbursem~nt ['o m ....for each 
cour ~ _incl ~i.ouf ~,f cnrnllinc~it.in each course. rindroute for appio~al. 

((~) ( )rice_cm.~lo~.4e_ec~niE~lct~5._tl~c..class ~r semesicr and receives their..gr~id~~sZ_ they will.
u~lciad ~ u if uaUon ~~I....i. ~atisin~_~r~dc as, ri,f~rcn~~d in tic~tion 2_~ ~ d ab~~_e and nr~of 
~c m~nt oPeliaihly ~xpeiises along ~viili ,i com~~leted "Al' Voucher I'~~rm" to each 
~~rovcd course in_thc.._Ac~te_d_Courses "1'ab on the "1'i~ition Reimbursement 
SharePuint site and route Rir approv~~l and disbursement. 

(I..l~ll'cn~~lo~ee is su.bmittin~ 2course [or an adv~nce~i~•ment, they will need to upload 
verification of the coil of the course to the Accepted Cow•sc prior to routine tier 
disbuiscmcnt.

(l) The denartmenl ~~ccountinr rcpres~ntative will pret~arc ~md submit the AP batch and 
Iin~ilize the c<wrsc disbursement in the "1-uition I2eimUursement SharePoint nice. 
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(J) If ,;~cl~,anc;~,,.Payment was selected, upon completion of dle approved and paid for 

cow~ses, the employee shall obtain from the institution certification of the grade 

received and send certification to the Human Resow•ces Director's Office as soon 

as is possible. , 

23.(, SUSPENSION 

This program may be suspended by the Board of Supervisors at any time or when deemed 

necessary by the CEO. Such suspension shall not alter existing approved County 

agreements for tuition reimbursement. 

23.7 SPECIALIZED TRAINING 

Where a department head establishes that there is a need for specialized training of 

employees for the purpose of expanding the capabilities of the department or to keep the 

department current with respect to changes in the law or the field relevant to that 

department, the department head, with prior approval from the County Executive Officer, 

may enter into a contract with the candidate for specialized training. Said contract may 

provide for a commitment of a specified period of time, which the employee agrees to 

remain in County employment after the specialized training. If the employee terminates 

employment voluntarily within that period of time, the contract may provide for an amount 

either in whole or on a reducing scale over time which the employee will be required to 

reimburse the County for the benefits received by the employee as a result of the 

specialized training. 

Said contract shall be submitted to the County Executive Officer for approval prior to 

signing by either the department head or the candidate for specialized training. 

If the candidate for the specialized training is a department head, then the County Executive 

Officer shall be authorized to negotiate and enter into the contract for continued future 

employment or reimbursement with that department head. 

SUBJECT: TRAVEL RCIMBURSGMGNT AND CXP~NSE POLICY (From Section P-7) 

POLICY: 

County officers, employees, and volunteers traveling on properly authorized county business may 

be reimbursed for travel, meals, lodging, and incidental expenses pursuant to these procedures. 

Reimbursement shall be limited to documented trip expenses. It is the policy of this county to 

accord discretion to department heads in the management and control of their travel budgets and 

in the claims submitted for reimbursement under this article. 
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OVCRVI~W: 

County travelers shall exercise prudent judgment and show proper discretion for accountable and 
economical use of public funds. County Department heads are accountable to the CEO and the 
public for the funds and assets entrusted co them. This policy establishes the basic foundation of 
rules and requirements. In order to meet ce~~tain Federal and or state subvention requirements, 
some departments may need to establish more restrictive guidelines to meet their unique needs. 
Any exception to this policy must be approved in writing by the CEO. 

A. TYPES OP' TRAVEL 

1) In-County travel by authorized employees may be reimbursed only for actual 
expenditures for transportation and business expenses according to the specific 
guidelines contained elsewhere in this policy. 

2) In-State travel may be authorized by County officers for employees under their 
jurisdiction. 

3) Out-of-State travel must be authorized in advance by the ~;^^^~.. ,:.:, ,.... ,.., of+-,..,.. 

(t'E83 employee's Department' I-Iead. 

a. Uut-of state travel for Department I-leads mList be authorized in adssauce by the 
agency_ I~ i rectc~~; 

b Out~~~i~ state tra~~el f'or Agencv Directocs,_~nd for D~artment I feads.~vho i.~c~rt 
to._the CF,O, must be authorized in advance ~y t11e CEO. 

c. Out-of-state travel by the CEO, and for Dz iuent Heeds ~vho are appointed 
b~.. the Board of Su~er~_iso~s_must be authorized by the Board Chairperson. 

d. Retroactive authorization for emergency out-of-state travel m1v be ~i~, vcn n.~ the 
( L;~ desi =Hated authority Por county officers and regular employees, temporary 
employees, and volunteers, is-al}~jv~e1 with written documentation of the need 
for the emergency travel. 

--No further section of the "Gravel Policy is modified.--



EXHIBIT B 

NEVADA COUNTY, CALIFORNIA 

Personnel Administrative Guidelines 

SECTION 23 - TUITION PAYMENT REIMBURSEMENT PROGRAM 

23.1 OBJECTIVES 

The continuing education program is designed to assist employees in achieving their higher 
education degree goals such as AA/AS, BA/BS or MA/MS. 

23.2 ELIGIBILITY OF COURSES FOR TUITION PAYMENT/REIMBURSEMENT 

The following criteria shall be used in determining the eligibility of courses for tuition 
reimbursement. 

A. The degree program must be related to the work of the employee's position or 
occupation. Courses taken must be required in order to obtain the degree. 

B. Application to the program should be made 60 days prior to start of the degree 
program. 

C. The degree program must be taken at accredited institutions approved by the 
County. Classes enrolled in must be part of the educational plan in order to achieve 
the ultimate goal of obtaining the degree. 

D. The employee must be in good standing with the County which includes positive 
performance evaluations and no disciplinary history. 

E. Employees may only participate in one County tuition program at a time. 

F. Courses are not eligible for the tuition program if they: 

(1) Are taken to bring unsatisfactory performance up to an acceptable level. 

(2) Are taken to acquire basic skills or basic knowledge which the employee 
was deemed to have when appointed. 

(3) Duplicate available in-service training. 

(1) Duplicate training which the employee has previously received. 



(2) Classes taken prior to acceptance to the program with a signed contract will 

not qualify for reimbursement. 

G. Conventions, workshops, short courses, institutes, etc., are not included in the 

Tuition Reimbursement Program because of the difficulty in establishing criteria 

which are consistent with those used to evaluate more traditional courses - for 

example, such programs are often given by non-accredited institutions, involve 

County time, considerable travel expense and are not easily comparable to any other 

program. Therefore, departments participating in such a program shall continue to 

use the transportation and travel account in their usual manner. 

23.3 ELIGIBILITY OF EMPLOYEES FOR TUITION PAYMENT/ 

REIMBURSEMENT 

Probationary and regular full-time employees performing their jobs satisfactorily are 

eligible for payment of or reimbursement of tuition at the sole discretion of the County, as 

determined annually by the Board or its designee subsequent to adoption of the County 

operating budget. 

23.4 NATURE OF PAYM~NT/REIMBURSEMENT 

The nature of payment/reimbursement is as follows: 

(a) Payment/reimbursement amount is specified in applicable MnI1s. 

(b) Pre-payment/reimbursement shall be used for tuition, books, registration fees and 

laboratory fees, and these items are eligible for reimbursement only. Expenses for 

parking, travel, meals and other incidental costs are not reimbursable. 

(c) Payment in advance will be made only for registration of a single class or semester 

depending on how the school requires payment. If the employee fails to complete 

the class with a minimum final grade of C or its equivalent in an undergraduate 

course, or B or its equivalent in a graduate level course, the employee will 

reimburse the County within 30 days for the total fee for registration that the County 

paid. If the County is not reimbursed within 30 days, the employee agrees to have 

the registration withheld from their future County payroll vouchers. 

(d) Reimbursement shall be made to the employee on the completion of the course with 

a minimum final grade of C or its equivalent in an undergraduate course, or B or its 

equivalent in a graduate level course. For courses that do not give letter grades, 

proof of completion or passing the course is required. No reimbursement shall be 

made for courses that have been withdrawn from, failed or incomplete courses. 

(e) Reimbursement received from other sources for tuition, books, registration and/or 

lab fees will be deducted from the cost of such expenses in determining the amount, 

which the County will pay. 



23.5 OUTLINE OF PROCEDURE FOR TUITION PAYMENT/REIMBURSEMENT 

The procedure for tuition payment/reimbursement follows these steps. 

A. Approval of the employee's participation in the Tuition Reimbursement Program 
will be obtained through the Tuition Reimbursement SharePoint site. The employee 
shall apply for tuition advance payment/reimbursement, prior to enrollment, by 
creating an Education Plan in the Tuition Reimbursement SharePoint site and 
uploading verification of enrollment in an accredited institution to their Education 
Plan. 

B. The employee's Department Head shall either recommend approval of the 
Education Plan or deny it. If the Department Head recommends approval, they 
shall route the Education Plan to the County Executive Office for review and final 
approval or denial. 

C. Upon approval of the Education Plan, employee will create their CEO Initial Plan 
and Annual Application in the Tuition Reimbursement SharePoint site under the 
CEO Applications Tab, and route for approval. Once approved, employee will 
create the CEO Annual Contract in the Tuition Reimbursement SharePoint Site 
under the CEO Applications Tab and complete the appropriate "Nevada County 
Tuition Reimbursement/Education Assistance Agreement" and upload it to the 
Annual CEO Contract tab and route for approval. 

D. The tuition reimbursement funds will then be included in your department budget. 

E. Approval for reimbursement will be contingent on employee's agreement to the 
terms in the "Nevada County Tuition Payment/Reimbursement/ Education 
Assistance Agreement" which may be amended by the County and is subject to 
annual review and renewal. 

F. Prior to starting a class or semester of classes, employee will add each course to 
their Education Plan on the Tuition Reimbursement SharePoint site under the 
Pending Courses Tab, and complete and upload a "Tuition Reimbursement Form" 
for each course and proof of enrollment in each course, and route for approval. 

G. Once employee completes the class or semester and receives their grade(s), they 
will upload verification of a passing grade as referenced in section 23.4 d. above 
and proof of payment of eligible expenses along with a completed "AP Voucher 
Form" to each approved course in the Accepted Courses Tab on the Tuition 
Reimbursement SharePoint site and route for approval and disbursement. 

H. If employee is submitting a course for an advance payment, they will need to upload 
verification of the cost of the course to the Accepted Course prior to routing for 
disbursement. 



The department accounting representative will prepare and submit the AP batch 

and finalize the course disbursement in the Tuition Reimbursement SharePoint site. 

J. If Advance Payment was scicctcd, upon completion of the approved and paid for 

courses, the employee shall obtain from the institution certification of the grade 

received and send certification to the Human Resources Director's Office as soon 

as is possible. 

23.6 SUSPENSION 

This program may be suspended by the Board of Supervisors at any time or when deemed 

necessary by the CEO. Such suspension shall not alter existing approved County 

agreements for tuition reimbursement. 

23.7 SPECIALIZED TRAINING 

Where a department head establishes that there is a need for specialized training of 

employees for the purpose of expanding the capabilities of the department or to keep the 

department current with respect to changes in the law or the field relevant to that 

department, the department head, with prior approval from the County Executive Officer, 

may enter into a contract with the candidate for specialized training. Said contract may 

provide for a commitment of a specified period of time, which the employee agrees to 

remain in County empinymenl after the speciali~ea training. If the employee tei7zzinates 

employment voluntarily within that period of time, the contract may provide for an amount 

either in whole or on a reducing scale over time which the employee will be required to 

reimburse the County for the benefits received by the employee as a result of the 

specialized training. 

Said contract shall be submitted to the County Executive Officer for approval prior to 

signing by either the department head or the candidate for specialized training. 

If the candidate for the specialized training is a department head, then the County Executive 

Officer shall be authorized to negotiate and enter into the contract for continued future 

employment or reimbursement with that department head. 

SUBJECT: TRAVEL REIMBURSEMENT AND EXPENSE POLICY (From Section P-7) 

POLICY: 

County officers, employees, and volunteers traveling on properly authorized county business may 

be reimbursed for travel, meals, lodging, and incidental expenses pursuant to these procedures. 

Reimbursement shall be limited to documented trip expenses. It is the policy of this county to 

accord discretion to department heads in the management and control of their travel budgets and 

in the claims submitted for reimbursement under this article. 



OVERVIEW: 

County travelers shall exercise prudent judgment and show proper discretion for accountable and 
economical use of public funds. County Department heads are accountable to the CEO and the 
public for the funds and assets entrusted to theirs. This policy establishes the basic foundation of 
rules and requirements. In order to meet certain Federal and or state subvention requirements, 
some departments may need to establish more restrictive guidelines to meet their unique needs. 
Any exception to this policy must be approved in writing by the CEO. 

A. TYPES OF TRAVEL 

1) In-County travel by authorized employees may be reimbursed only for actual 
expenditures for transportation and business expenses according to the specific 
guidelines contained elsewhere in this policy. 

2) In-State travel may be authorized by County officers for employees under their 
jurisdiction. 

3) Out-of-State travel must be authorized in advance by the employee's Department 
Head. 

a. Out-of-state travel for Department Heads must be authorized in advance by the 
Agency Director. 

b. Out-of-state travel for Agency Directors, and for Department Heads who report 
to the CEO, must be authorized in advance by the CEO. 

c. Out-of-state travel by the CEO, and for Department Heads who are appointed 
by the Board of Supervisors, must be authorized by the Board Chairperson. 

d. Retroactive authorization for emergency out-of-state travel may be given by the 
designated authority for county officers and regular employees, temporary 
employees, and volunteers, with written documentation of the need for the 
emergency travel. 

--No further section of the TNavel Policy is modified.--


