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	Knowledge Pay Agreement Form


[image: image2.png]



In order to be considered for a Knowledge Pay certification increase, please complete this form and obtain Management and HR approvals prior to enrolling in a Knowledge Pay certification course.  
The associate, manager and HR should retain a copy for their records.

	Associate Name: 
	Job Title

	Certification Requested:  

	Date: 

	

	The Knowledge Pay Program (KPP) is an important part of our associates’ learning strategy.  The following questions are designed to assist the associate and Manager in discerning which certification programs qualify as “Essential” or “Beneficial” under the program.

1) Is the certification of “high value” to the associate’s current position?

     Consider:

· Will the associate use this knowledge in a day-to-day function?  and / or,

· Will the knowledge obtained from the certification allow the associate to perform their current role at a higher level?  For example, will it enable them to provide guidance to, mentor, or train others?  and,

· Is the desirability of this certification documented in the job description?

2) Is the certification of “high value” to the associate’s formal career development plan? 

     Consider:

· Is the pursuit of this certification an acknowledged part of the associate’s progression to the next level in their job family? or,

· Is it documented in the associate’s individual development plan (IDP)?
3) Is the certification “highly recognized” in the market place?

Think in terms of:

· Are such credentials recognized by both clients and our industry?, and

· Is the formal certification attained through an industry-recognized learning institution or professional association?

4) Is the certification “complex” and “difficult to obtain”?

Ask yourself:

· Is it obtained/attained/awarded after an extended course of study?, and

· Does it require a formal test and / or standard passing grade that reflects extensive knowledge (i.e. more than the “basics”) of a given topic or field of study?

If certification meets all four criteria, it would be classified as “essential” under KPP.  If it satisfies some but not all four criteria listed above, it would be classified as “beneficial”.   Please contact your HR Business Partner for further guidance, if needed.



	Type of Request:
	 FORMCHECKBOX 
  Essential Certification
	 FORMCHECKBOX 
  Beneficial Certification

	Date certification may begin:       

	Describe how the certification will be obtained (include specifics such as vendor, training method, and course dates and times):
      

	I understand that certification program expenses/fees are subject to the following associate retention requirements:
 
Less than $2500:
no retention requirement


$2500 - $5000:

six month retention requirement


More than $5000:
one year retention requirement

I also understand that if I voluntarily terminate employment prior to the required retention period following certification, I will be required to repay the full cost of the program.

	Certification Expense Reimbursement Guide

	Primary Reason for Pursuing Certification
	Reimbursement Method

	Certification being pursued to enable Associate to perform their current job (job family) better.
	Submit expenses via Concur (T & E)

	Pursuing a certification that is not directly related to the current job (or job family), or which is necessary to meet the minimum qualifications for a new / different job.
	Submit expenses through Tuition Assistance Program

	Please note: As stated in the Tuition Assistance policy, certification exam  expenses are not reimbursable via the Tuition Assistance program.  Provided the associate passes the certification exam and with Management’s prior approval, the certification exam expense will be reimbursed via Concur.

	Associate Signature: 
	Date: 

	Manager Signature/Approval:      
	Date:  FORMDROPDOWN 


	Human Resources Director Approval:      
	Date:      
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