Faculty Professional Development Committee Guidelines
Reference: Faculty Collective Agreement, Faculty Professional Development Policy 3.5.1, College Travel Policy
Effective Date: July 1, 2018
Accountability: PD Committee

Keyano College encourages and contributes financially to Professional Development (PD) activities for its faculty
members through the annual allocation of funds to a Professional Development Account. Professional development
maintains professional practice to enhance faculty members’ primary duties, including curriculum development,
instructional practice, and assessment of students. Professional development also furthers competencies in member’s
employment and discipline, use of technologies, and/or prepare for leadership opportunities within our College (see
Faculty Professional Development Policy 3.5.1).

1. All Keyano College Faculty Association (KCFA) members are eligible to apply for short-term PD funds. Long-term
PD funds and Specialized Training funds are also available to all full time KCFA members after one year’s service as
a permanent employee.

2. The limit of individual allocations for short-term PD will be reviewed and announced annually by the PD Committee,
and may be supplemented as identified needs or additional funds may be determined.

3. The professional development allowance shall be used in accordance with Faculty Professional Development Policy 3.5.1,
subsection 1a. Specifically, professional development includes those activities which enhance a faculty member’s role

(Goal 1 of the Faculty Annual Growth Plan), professional improvement (Goal 2 of the Faculty Annual Growth Plan),
and other activities that support your professional goals such as community involvement, conference presentation, ad
hoc committees, etc. (Goal 3 of the Faculty Annual Growth Plan).

4. The PD Committee will approve applications on a “first-come, first-served” basis. Fiscal prudence should be
exercised in choice of PD activity and associated expenses. Due consideration should be given to the quality, cost,
and proximity of the PD activity to the RMWB. Faculty members must obtain approval prior to the start date of their
PD activity.

5. Any PD activity should be considered in the context of safety. This can be determined in reference to the Government
of Canada’s website (www.travel.gc.ca/travelling/advisories).

6. A faculty member’s annual maintenance of membership requirements in professional associations, which may be
required as a condition of employment or by legislation to practice in a profession, shall be covered by their
respective Department. Additional professional memberships shall be considered by the PD Committee within the
scope of PD.
Please note that an employee cannot deduct from his or her employment income professional dues for which
Keyano College has either paid or reimbursed monies.

7. PD activity will pilot the purchase of tangible goods such as textbooks, journal subscription, manuals, software, or
electronic devices. Applications will be reviewed in the context of previous purchase of tangible goods with PD
funds. PD funds shall not be used to purchase tangible goods required for you to fulfill your contractual roles and
responsibilities as a faculty member.
Also, as non-taxable benefits, any tangible goods purchased remain the property of Keyano College for two (2) years.
Upon retirement, resignation, or termination of employment before two (2) years, all such items will remain the
property of Keyano College. Exceptions may apply with the approval of the respective Dean/Director. In some cases,
the former employee may request to purchase the property from Keyano College at its fair market value.
Faculty should consult ITS on any electronic and software prior to submitting PD application.
The purchase and disposal of all tangible goods must be in accordance with College’s Policies and Procedures.
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PD Application and Approval Procedure for all Faculty:

Ensure alignment with your professional growth plan and discuss your PD plans with your supervisor

Fill out the PD Application Form online through Connect
(if there is a disruption to classroom instruction because of this PD activity, provide an explanation on how the class will
be covered)

Before you submit your PD Application, attach all supporting documents including a Travel Request, Absence Report,
and information about the PD

If approved, submit your Travel Request and Absence Report to the appropriate office for signature(s) as per the College
Travel Policy. Please remember to include a copy of your PD Application that you submitted online with information
about your PD so that the signatories have the necessary documentation to back-up your Travel Request and Absence
Report.

You will then receive all the submitted documents from the office of the signatory above, and should deal with the
documents as follows:
PD Application Form: Keep for your records
Absence Report Form: Submit to the Human Resources Department
Travel Request Form: Keep for your records, as you will need to submit it along with your Expense Claim Form to the
KCFA office

IMPORTANT INFORMATION FOR TRAVEL-RELATED EXPENSES
Details regarding policies and procedures pertaining to expenses and reimbursements can be found in the College Travel
Policy.
Features of Specific Forms:
Travel Expense Claim Form: Submit this document with a signed copy of your Travel Request Form and all
“original” receipts (not copies) for expenses you have incurred to the KCFA office.
While preparing these guidelines, consideration was given to as many circumstances that may arise as possible. In the event that further
clarification or discussion is needed about any of the content contained in this document, please direct your inquiries to the PD Committee. In the
event of any conflict between this Guidelines and the PD Policy, the terms of the PD Policy shall prevail.
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