
2021-04-01 Page 1 of 8 2021-04-01 
 

 

 

Abbotsford Police Department 

Policy and Procedure 
 

 

TABLE OF CONTENTS 

POLICY ..................................................................................................................................... 1 

TUITION REIMBURSEMENT ................................................................................................ 2 

Eligible Courses ............................................................................................................... 2 

Application ....................................................................................................................... 2 

Education Fund Allocation Method ................................................................................ 3 

Reimbursement ................................................................................................................ 3 

Service Commitment ....................................................................................................... 4 

EDUCATIONAL LEAVE ......................................................................................................... 4 

INCREMENT PROGRAM (“TYPE 3 TRAINING”) ................................................................. 4 

PAUL N. TINSLEY SCHOLARSHIP FUND ........................................................................... 5 

DOCUMENT RETENTION..................................................................................................... 7 

APPENDIX A ............................................................................................................................. 8 

 

POLICY 

(1) Employees are encouraged to identify and participate in educational and 

developmental opportunities which benefit both the employee and the 

Abbotsford Police Department (AbbyPD).   

(2) Employees wishing to pursue off-duty educational opportunities may, subject to 

eligibility requirements and education fund limits, receive financial support from 

AbbyPD.  

(3) The opportunities provided by this policy are available to permanent full-time 

employees of the AbbyPD who voluntarily participate in a course or courses on 

their own time (off-duty).  Permanent part-time and job-share employees may 

receive pro-rated reimbursement on the basis of their worked hours. 
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TUITION REIMBURSEMENT 

(4) Employees taking eligible off-duty courses may apply to AbbyPD for tuition 

reimbursement. The cost of textbooks and other related materials is not 

reimbursed. 

(5) Courses must be paid for in advance by the employee.  

(6) Employees must disclose to the Training Section all financial tuition assistance 

received from all sources to ensure that AbbyPD reimbursement will not result in 

total assistance exceeding 100% of tuition. 

Eligible Courses 

(7) Courses eligible for reimbursement must: 

(a) focus on the professional development of the employee; 

(b) be a benefit to the employee and the AbbyPD  

(c) be reviewed by the employee’s OIC or Director to determine whether a 

course is a benefit to the AbbyPD, the employee’s current or future work 

assignment 

(d) be from an accredited institution, or otherwise receive approval from the 

Director of Human Resources (Director of HR) (see Appendix A for a list 

of accredited institutions); and 

(e) be completed successfully (meet the minimum requirement to pass the 

course), including an assessment component. 

(8) Generally, no more than six courses will be reimbursed during a calendar year. 

Reimbursement requests for more than six courses requires the approval of the 

Deputy Chief Constable – Administration (“DCC-Admin”).  Approval will be 

considered on the basis of reasonable and equitable distribution of the Education 

Fund to approved applicants. 

(9) Challenge courses are not eligible for reimbursement. 

(10) Non-credit courses are not eligible for reimbursement. 

(a) EXCEPTION: Occupational First Aid (Levels I, II & III). 

Application  

(11) To be eligible for tuition reimbursement, an employee must submit a completed 

application (AbbyPD-134) to their supervisor.  Although not required, it is 
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recommended that the employee seek supervisor approval before course 

enrolment to ensure course or course of study is eligible for reimbursement. 

(12) The employee’s supervisor will review the application and determine whether the 

course is eligible for reimbursement. If the applicant’s supervisor provides initial 

authorization, the AbbyPD-134 will be forwarded for final approval to: 

(a) the Staff Development NCO (courses up to $500); or 

(b) the Director of HR (courses exceeding $500). 

(13) The applicant will be advised whether the course has been approved for 

reimbursement and if applicable, will be provided with any reasons for denial. If 

the course is not approved, the applicant may appeal the decision to the Director 

of HR. 

Education Fund Allocation Method 

(14) In the first instance, all approved applications will be allocated a reimbursement 

amount of the lower of actual tuition and $500. 

(15) If the total amount of funds allocated under paragraph (14) exceeds the 

education fund limit, all applications will be reassessed.  Allocations will then be 

made on a pro-rata basis, with the pro-rata base amount capped at $500 for 

courses exceeding that cost. 

(16) Unallocated funds remaining in the education fund at the end of the year will be 

distributed on a pro-rated basis to approved applications exceeding $500 tuition. 

Reimbursement  

(17) By January 31, the employee must submit to the Training Section proof of 

successful course completion (transcript or other documentation issued by the 

course provider) for courses completed in the prior calendar year. 

(18) Tuition reimbursements are generally disbursed near the start of the calendar 

year following course completion. 

(19) The amounts disbursed follow the method indicated in section “Education Fund 

Allocation Method”. 
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Service Commitment 

(20) Employees seeking tuition reimbursement agree to remain with AbbyPD for a 

specified time (“Required Length of Service” in table below) following course 

completion, or to repay the AbbyPD for the reimbursement on a pro-rated basis:  

 

Cost of Course Fees  Required Length of Service 

Up to $200 6 Months 

$200 - $500  12 Months  

$501-$1,000 24 Months 

$1,001-$2,000  36 Months 

Over $2,000 Determined by the DCC-Admin on a case-by-case basis 

(at the discretion of the DCC-Admin, a Letter of 

Agreement, signed by the employee, may be required). 

EDUCATIONAL LEAVE 

(21) Educational Leave is leave from work on a part- or full-time basis, for the purpose 

of taking advanced, supplementary, technical or skills training.  

(22) Educational Leave, with or without pay, may be approved by the Chief Constable. 

(23) Reimbursement of tuition will only be considered once the employee returns 

from Educational Leave. 

(24) The terms of educational leave will be determined on a case-by-case basis.  The 

terms will be documented, signed by the employee and approved by the Chief 

Constable.  Terms may include, but are not limited to: 

(a) duration of leave; 

(b) amount of financial assistance provided by AbbyPD; 

(c) employment status; 

(d) whether leave is with or without pay; and 

(e) service commitment timeline. 

INCREMENT PROGRAM (“TYPE 3 TRAINING”) 

(25) Police members may accrue increment credit as set out in the Collective 

Agreement. 
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(26) External courses of study for the purpose of obtaining increment through the 

professional development stream includes courses meeting eligibility 

requirements as noted in paragraph (7). 

(27) Courses credited for increment are generally worth a minimum 3 credits or 

equivalent. A course that is worth 4 or 5 credits will be treated as one increment 

course. 

(28) Combining courses of less than 3 credits to achieve the requirement under 

paragraph (27) is not permitted. 

(a) EXCEPTION: a single course worth at least 1.5 credits but less than 3 

credits may be paired with one other course worth at least 1.5 credits but 

less than 3 credits, to equal one increment course. 

(29) If a member wishes to take a course for increment purposes which does not 

meet the requirements of a credit course, the member must obtain prior approval 

from the Director of HR or designate. Each application to the Director of HR will 

be reviewed on a case by case basis. 

(30) Courses for which an employee has received tuition reimbursement under this 

policy may not be used to satisfy annual Type 3 Training requirements. 

PAUL N. TINSLEY SCHOLARSHIP FUND 

(31) The Paul N. Tinsley Scholarship fund is disbursed to one or more suitable 

applicants annually. The disbursement will not exceed 50% of annual tuition fees 

for each recipient. 

(a) The scholarship will not be awarded in years where no suitable applicant 

is identified. 

(32) Applicants for this scholarship are responsible for obtaining, completing and 

submitting an appropriate application to the Scholarship Committee through 

Staff Development. Deadlines for completed applications will be published by 

Staff Development. 

(33) The Scholarship Committee comprises: 

(a) Abbotsford Police Board – 2 members 

(b) University or college faculty – 1 member 

(c) AbbyPD Management – 2 members 
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(34) To qualify for a scholarship, applicants must be able to demonstrate to the 

Scholarship Committee the following criteria: 

(d) satisfactory academic achievement (or potential); 

(e) well-defined academic goals and potential for success; 

(f) well-defined career goals with the AbbyPD and potential for success; and 

(a) other criteria as may be added by the Scholarship Committee. 

(35) In addition to the criteria specified above, applications must include: 

(a) a current academic transcript; 

(b) a letter of reference by a member of AbbyPD Management; 

(c) the cost of the tuition paid for the application year; and 

(d) a declaration of any AbbyPD education funding or any other subsidies or 

contributions to the cost of the education. 

(36) AbbyPD reserves the right to award scholarships on a “one-time” basis or for 

extended, multi-year programs. Scholarships may be issued to successful 

applicants in installments, and, if necessary, may be reassigned to other more 

deserving applicants. The unpaid portion of an awarded scholarship will revert to 

the AbbyPD in cases where: 

(a) there is a failure of the recipient to meet the terms of the scholarship; 

(b) the recipient withdraws from the program of studies approved by the 

Scholarship Committee; or 

(c) the conduct, program attendance, or progress by the recipient is judged to 

be unsatisfactory by the Scholarship Committee. 

(37) Applicants who receive a scholarship must submit a letter of acknowledgement 

and acceptance to Staff Development. This letter must include an agreement to 

remain with the Department for a minimum of five years after successfully 

completing the educational program, or if in default, to repay the scholarship 

(pro-rated against the five year commitment period). 

(38) The names of successful applicants will be posted within AbbyPD. Unsuccessful 

applicants will be advised in writing however, reasons will not be provided. A 

request for review by an unsuccessful applicant may be made to the Scholarship 

Committee, but the request must be supported by written rationale. It is at the 

sole discretion of the Scholarship Committee whether an unsuccessful 

application is re-evaluated. 
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DOCUMENT RETENTION 

(39) HR will maintain a copy of all employee records received relating to off-duty 

education, including course pre-approval, proof of successful completion and 

associated costs/reimbursement. 

APPENDIX FOLLOWS 

 

REFERENCES AND RELATED DOCUMENT 

Intranet: Type 3 Training 

Form: AbbyPD-134 Application for Tuition Reimbursement 

 

DOCUMENT HISTORY 

Effective: 1999 (earliest confirmed) (“Educational Assistance”) 

Amended: January 30, 2001 (Rev 730) 

Amended: October 21, 2003 (Rev 805) 

Amended: September 14, 2004 (Rev 825) 

Amended: January 1, 2016 (“Educational Reimbursement”) 

Amended: April 1, 2021 (“Off-Duty Education”) 

 
  

https://abbypolice.sharepoint.com/sites/Training/SitePages/Type-3-Training.aspx
https://abbypolice.sharepoint.com/:w:/r/sites/Forms/UnclassifiedForms/AbbyPD-134%20Application%20for%20Tuition%20Reimbursement.docx?d=w814764e1614e4450bfb06f51461e74b8&csf=1&web=1&e=fIggqi
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APPENDIX A 

Accredited Institutions (any campus): 
 

• BCIT 

• Camosun College 

• Capilano College 

• Douglas College 

• Justice Institute of BC (JIBC) 

• Kwantlen Polytechnic University (KPU) 

• Simon Fraser University (SFU) 

• St. John’s Ambulance (for Occupational First Aid) 

• Trinity Western University (TWU) 

• University of British Columbia (UBC) 

• University of the Fraser Valley (UFV) 

• Vancouver Community College (VCC) 

• Thompson River University (TRU) 

• Kieron McConnell Training (KMC Training) 

Institutions or courses of study not on this list will be considered, on a case-by-case 

basis, by the Director of Human Resources. 
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