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IMEU-MWC

MEMORANDUM FOR IMCOM EUROPE CHILD & YOUTH SERVICES EMPLOYEES

SUBJECT: Standing Operation Procedure (SOP) for Installation Management Command (IMCOM) Europe Child and Youth Services (CYS) Scholarship Program for Undergraduate College Courses

1. PURPOSE: To establish procedures for IMCOM-Europe CYS to provide employee scholarships for job related college courses for staff to enhance job performance, increase promotion opportunities, and encourage employees to “Stay CYS”.

2. REFERENCES:

a. AR 608-10, Child Development Services
b. AR 215-1, Morale, Welfare and Recreation Activities and Non Appropriated Fund (NAF) Instrumentalities
c. National Association for the Education for Young Children (NAEYC) Accreditation Standards
d. W654KV13D0013 Europe Tri-Services Post-Secondary Education Programs Contract

3. SCOPE: This memorandum applies to all employees within the CYS organization regardless of position.

4. POLICY: CYS will assist with the cost of college courses for CYS employees for the purpose of reducing mission fatigue and improving employee morale, performance, and retention. In order to provide consistency and fairness to all employees, payment of tuition costs will not exceed 24 college credits per employee as outlined in this SOP, subject to availability of funding.

5. RESPONSIBILITIES AND PROCEDURES:

a. IMCOM-Europe CYS: is responsible for centrally managing a scholarship program through Central Texas College (CTC). Costs for individual student scholarships will be charged to each participating garrison as a UFM reimbursable expense.

b. Garrison: Although the entire management team (Coordinator, Director and Trainer) is responsible for ensuring the employee meets all eligibility requirements for the CYS Services Scholarship, it is the Coordinator’s duty to conduct the final review of the application and initial, sign and date the

application as final approval. When a non-direct care staff submits a scholarship application for a course, the Coordinator is responsible for writing the justification for why they should be considered for the course. The Coordinator will also submit fully completed, vetted employee scholarship program applications to the IMCOM-Europe CYS Program Manager NLT the prescribed due date indicated on the scholarship webpage europe.armymwr.com/scholarshipcyss.

c. Program Director: The garrison Program Director is responsible for ensuring the employee’s request does not interfere with the activity schedule/workload and that the employee meets the satisfactory performance and retainability requirements. The Director will fill in the Employee’s Standard NAFI Number, review the application and initial, sign and date the application before forwarding it to the Coordinator.

d. Training Specialist: The Training Specialist is responsible for serving as the Point of Contact (POC) within the program; answering questions, marketing the program to employees as well as providing, administering and collecting applications to forward to the garrison CYS Coordinator. The Trainer reviews, initials, signs and dates the application then submits it to the Director.  At the end of the course, the trainer will follow up with any students who are identified by IMCOM-Europe CYS as missing grades, earning a D or lower on a course, and or not completing survey.

e. Employee: Employee seeking scholarships must complete the CYS Scholarship Application prior to each class. Applications may be obtained from a garrison CYS Training Specialist or the MWR scholarship webpage europe.armymwr.com/scholarshipcyss Employees submit the completed application to the Trainer who reviews and submits it to the Director for completion and approval. Upon course completion, the employee must complete the Survey Monkey evaluation within 4 days of course completion. Link to survey found on scholarship webpage.

6. SCHOLARSHIP REQUIREMENTS: To be eligible for the IMCOM-Europe CYS scholarship program, the employee must meet all eligibility requirements:

a. Be a current IMCOM-Europe CYS employee with at least 3 months of tenure at the time of the application.(Date application due to IMCOM- Europe)

b. Be current on all installation training requirements; have completed the prescribed training Modules and work in the classroom as documented by the Training Specialist.

c. Agree to remain employed with Child and Youth Services for 180 days minimum after course completion. Short notice and humanitarian re-assignments will be considered on a case-by-case basis. Failure to remain employed or employable for the 180 days after course completion may result in a requirement for the employee to repay the tuition costs.

7. ADDITIONAL REQUIREMENTS:

a. Employees are encouraged to apply for Financial Aid at the Education Center or https://fafsa.ed.gov

b. Complete the course with a grade of “C” or better. Employees who receive a grade lower than a “C”, may be responsible for full payment of the class. Grades will be verified with CTC by IMCOM-Europe CYS.

c. Failure to successfully complete a scholarship funded course may result in a requirement for full reimbursement of the course tuition, and possible disqualification for future scholarships. .

d. Selected courses must relate to the Employee’s present job.

e. Approved tuition fees for the class will be funded under this agreement. All other fees (i.e. books, mileage, supplies) are the employee’s responsibility.

f. Classes may not interfere in any way with the normal performance of employee’s job.

8. PAYMENT:

a. IMCOM-Europe CYS will ensure payment to Central Texas College for employee/students who are approved candidates for the program through a funded purchase request submitted to contracting.

9. POC is the IMCOM-Europe CYS Program Manager at DSN: 544-9329 or joan.thomas.naf@mail.mil.
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JOAN THOMAS
CYS Program Manager IMCOM-Europe
image2.jpeg




image1.jpeg




