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F. Post-Employment Health Savings Plans.  

The city participates in the Post Employment Health Savings Plan administered by the 

Minnesota State Retirement System by contributing an equal dollar amount, as 

determined by the City Council annually, for all benefits-eligible employees. This money 

shall be deposited in employees’ accounts in accordance with the terms and conditions 

of the plan. Additionally, all benefits-eligible employees shall contribute a percentage of 

their wages to the plan through payroll deductions, according to the contribution 

schedule in Appendix A of this document, or the relevant section of their union contract. 

G. Continuing Education/Tuition Reimbursement. 

Eligibility. All full-time employees and benefits-eligible part-time employees may 

apply for continuing education benefits under this section.  

Employee Tuition Policy. The City may reimburse an employee for tuition expenses 

and course fees under certain circumstances. There shall be no reimbursement for 

mileage/parking expense. Required books, student activity fees, and material costs 

will not be reimbursed. Tuition reimbursement is available for a course occurring in 

non-continuous classes over a period of time. 

Pre-Approval. Prior to starting a class or classes, the employee must obtain approval 

from the employee's department head and the city administrator that the class, 

certificate, degree or overall achievement is job related and that the request is 

worthy and would fill a need within the city or department. The department head 

should verify that the department budget could cover this expense. Approval of 

enrollment in a multiple-year course of study is no guarantee that funding will be 

available in subsequent years.  

Satisfactory Completion. The employee shall provide the department head with 

proof of satisfactory completion (i.e., a grade of C or above in technical school or 

undergraduate college; a grade of B or above in graduate school) of any course 

requested for reimbursement, prior to reimbursement. 

Time Off. If classes are during the regular workday, a non-exempt employee must 

take that time as compensatory time, vacation time, or leave of absence without pay, 

or the employee can seek a flexible scheduling arrangement approved by the 

department head. Police officers also have the option of utilizing holiday time in 

cases where classes require time away from work. Classes or course work taken by 

the employee must not disrupt or interfere with normal departmental operations. 
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Continued Employment. The employee must remain with the City of Shakopee for 

two years following completion of the course, or reimburse the city for the expense. 

Funding Procedure. The city may reimburse an employee 100 percent for the first 

$1,000 of the cost of tuition per calendar year. After that, the reimbursement may be 

50 percent. Total reimbursement may not exceed $3,000 per person per calendar 

year. The scope, terms and conditions of this reimbursement shall be defined and 

interpreted by the city administrator. Employees must submit valid receipts in 

order to be eligible for reimbursement. Reimbursement is limited based on 

availability of budgeted funds. 

H. Conferences and Seminars. 

In General. The city may pay for conferences and seminars that the employee’s 

supervisor determines will contribute to the better performance of the employee's 

job and the city's business. A conference or seminar is a course that occurs in one 

continuous block of time. A travel request pre-approval form should be completed 

at this time by the employee and their supervisor. 

Appropriate itemized receipts must be kept, and all other travel expenses must be 

documented. Sufficient money must be available and budgeted in the departmental 

line item for travel and subsistence. 

Criteria. Employees must meet the following criteria: 

a. To be eligible to attend a national conference, an employee must have been 

employed as a full-time employee by the City of Shakopee for one year, unless 

approved by the city administrator. Part-time employees and those employed 

less than one year are encouraged to attend state or local conferences. 

b. The employee’s supervisor shall recommend that there will be a benefit to the 

City for the attendance by the employee at the conference; 

c. While attending a national or out-of-state conference, employees are presumed 

to work eight-hour work days and are ineligible for overtime compensation.  

d. Holidays which occur during the scheduled conference shall be charged against 

holiday leave. Use of sick leave is not permitted.  

 

e. Overnight travel must be pre-approved by the employee’s supervisor and an employee 

must complete the required overnight travel form to include with documentation when 

submitting for payment and purchasing card charges.  
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Purpose and Scope. It is the purpose of this policy statement to establish adequate 

internal controls to satisfy Internal Revenue Service (IRS) regulations, State laws, 

and to provide a framework to use as a guide to prescribe circumstances for which 

travel reimbursements will be authorized. Only claims for accommodations and 

services actually incurred or in accordance with the Standard Federal Per Diem Rate 

in the case of meals and incidental expenses would be reimbursed once the Travel 

Expense Report has been approved. All persons conducting official City business are 

expected to show good judgment in the nature and amount of expenses incurred 

while conducting City business. Per Minnesota Statute, purchases of alcoholic 

beverages cannot be reimbursed.  

I. City Reimbursement of Travel Costs. 

City Reimbursement of Travel Costs. The City will pay or reimburse all travel costs 

that are both reasonable and necessary. Travel must be by the most direct or 

normally traveled route unless approved in advance by the employee’s supervisor. 

Reimbursement will be limited to the cost of travel by a direct route or on an 

uninterrupted basis. When traveling from home, the most direct route from either 

the office or home will be considered the most direct route for reimbursement 

purposes. The employee will be responsible for any additional costs exceeding the 

business purpose related expenses. The following expenses may be approved for 

reimbursement: 

a. Transportation. Coach airplane passage is considered standard for travel out of 

the five state region, as air travel is usually more economical in time and money 

than other modes of transportation when making long trips.  A city purchasing 

card should be used for air travel.  
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