
 

1.2.5 Staff Education and Study Leave  

Type: Office of the CEO – Human Resources 

Legislation:  

Delegation: N/A 

Other Related Document:  

Objective 
The Town of East Fremantle (The Town) is committed to their employee’s academic and personal 
development in order to maintain knowledgeable, efficient workforce as well as assisting with staff 
retention.  

This policy provides guidance in administering an employee’s request for further education and 
specifies what the Town will reimburse employees for expenses incurred as well as leave allocation 
while undertaking approved courses of study, as part of their career planning.  

Policy  
Study assistance relates to any qualification gained through University/TAFE/College which has a 
national recognisable attainment. Any approved course of study offered by a recognised institution or 
organisation, eg Australian Institute of Management (AIM), and Western Australian Local Government 
Association (WALGA). 

Permanent employees who have completed 12 months service may be eligible for study assistance 
subject to the conditions of this Policy. 

Approval may be granted only where there is clear relevance between current or prospective duties 
and the studies to be undertaken, subject to CEO approval.  

The Chief Executive Officer is authorised to approve Study Assistance based on advice from the 
relevant Manager/Executive Manager. 

Applications from the CEO for recognised study programmes will be authorised by the Mayor & 
Deputy Mayor. 

All requests for assistance from the Town should be made and approved within a financial year and 
not be carried into a second financial year.  

Authorisation prior to commencement of the program is required, in order that the contents of the 
program can be assessed to ascertain the relevance to current (or prospective) work duties and 
responsibilities. 

The Town will allocate in the Annual Budget a sum to assist with the costs associated with employee 
study assistance. 

Financial Assistance 
The Town will consider reimbursement up to $2,500 in any year for education through a recognised 
provider (i.e. TAFE or University), upon payment receipt and statement of results confirming the 
course/ unit has been successfully completed to the satisfaction of the Chief Executive Officer. 

When it is financially advantageous to do so, or at the discretion of the CEO, the Town will consider 
paying the fees incurred upfront providing a Deed of Agreement is entered into with the employee. 
The Deed of Agreement will include the following items:  



(a)  The Town may pay in advance for an employee who wishes to pay their fees up front in order to 
receive the discount offered by their respective Educational Institution.  

(b)  Employees who receive this assistance from the Town will be required to pay back 100% of the 
Town’s contribution should they leave the Town’s employment within 12 months service 
following the completion of each unit of study.  

(c)  Should an employee leave the Town part way through completion of a unit(s) of study, the 
employee will be required to pay back the entirety of the Town’s contribution made available to 
the employee for that unit of study. 

(d)  If necessary the Town will deduct 100% of the contribution from an employee’s termination pay, 
if they leave prior to 12 months service following the completion of each unit of study, and 100% 
for any incomplete unit of study. Any payments made by the Town for incomplete units of study 
will be recovered in full from the employee. 

(e)  If the course/unit is not completed, or not successfully passed, a determination will be made by 
the Chief Executive Officer as to whether the funds will need to be refunded to the Town.   

The Town will not make any contribution towards the books, parking, campus fines, memberships, 
guild fees, travel costs or other costs associated with the course of study undertaken (ie no mileage 
will be paid).  

The need for an employee to repeat a unit/course shall be deemed to be unsatisfactory performance 
and the employee will not receive further assistance from the Town in relation to that particular 
unit/course.  

Time off for Study 
The Town will consider up to five (5) hours per week, subject to operational needs, paid time off for 
employees who wish to gain higher education through a recognised provider (ie University or TAFE).  
For part-time employees the time off will be on a pro-rata basis. 

 For time off to study to be approved, employees must satisfy the Town that all endeavours 
have been made to study outside working hours, eg evening classes, correspondence, etc, and 
that rostered days off are being utilised (this may include a change to the rostered day off in 
order to accommodate study hours). 

 The five (5) hours per week shall include travel time to and from the place of study. 

 Reasonable time for examinations will be considered.  

 A study assistance application form must be completed and approved prior to time off for 
study being commenced. 

 
Variation to this Policy 
This policy may be cancelled or varied from time to time. All the organisation’s employees will be 
notified of any variation to this policy by the normal correspondence method.  

Responsible Directorate: Office of the CEO 
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