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Professional Development Expenses
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Procedures for Claiming Professional Development Expenses — Management Excluded
Stalff

Professional Development Expenses: Guidelines for Management Excluded Staff
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http://www.uvic.ca/hr/assets/docs/ld/Professional%20Development%20Expenses%20Guidelines%20for%20ME%20Staff.pdf

Scope
3.00 This policy applies to professional development expenses and leave of Management
Excluded employees.

Policy

4.00 Effective July 1% of each year, continuing Management Excluded employees will receive a
$500 allowance in a Professional Development Expense Account for this purpose.
Employees appointed to a term position for longer than 1 year are eligible to receive the
allowance after their first year of service.

4.01 The university will temporarily suspend annual contributions to professional
development expense accounts for individuals in receipt of long-term disability
benefits or a long-term leave of absence, other than maternity and parental leave.
Annual contributions will be recontinued in the year the individual on long-term
leave returns to work.
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Related Policies and Documents
Records Management Policy (IM7700)
Information Security Policy (IM7800)
Travel and Business Expenses (FM5610)

Professional Development website
Canada Revenue Agency
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https://www.uvic.ca/universitysecretary/assets/docs/policies/IM7800.pdf
https://www.uvic.ca/universitysecretary/assets/docs/policies/IM7800.pdf
https://www.uvic.ca/universitysecretary/assets/docs/policies/FM5610.pdf
https://www.uvic.ca/hr/pay-benefits/pro-d/index.php
https://www.uvic.ca/hr/pay-benefits/pro-d/index.php
https://www.canada.ca/en/revenue-agency/services/tax/individuals/topics/about-your-tax-return/tax-return/completing-a-tax-return/deductions-credits-expenses/line-32300-your-tuition-education-textbook-amounts.html

Procedures for Claiming Professional Development Expenses —
Management Excluded Staff

Procedural Authority: Vice-President Finance and Effective Date: July 2024
Operations Supersedes: March 2014
Procedural Officers: Associate Vice-President Human Last Editorial Change:
Resources and Executive Director, Financial Services

Parent Policy: Professional Development Expenses and Leave - Management Excluded Staff

(HR6400)

Purpose

1.00 The purpose of this document is to set out procedures for administering the Professional
Development Expense Account and procedures to be followed when Management Excluded
employees are requesting approval for professional development expenses.

Definitions
2.00 The definitions contained within the Professional Development Expenses and Leave —
Management Excluded Staff Policy apply to these procedures.

Procedures

3.00 Employees are required to review potential professional development expenses with their
immediate supervisor prior to the purchase. The immediate supervisor shall assess whether
the expense qualifies as an Eligible Expense in accordance with the Policy and Guidelines.

4.00 Requests for expenses that are not covered by the Guidelines must be pre-approved by the
requesting employees’ Vice-President and in consultation with the Associate Vice-President,
Human Resources.

5.00 Pre-approved Eligible Expenses must be submitted to the immediate supervisor for approval
before submission to Financial Services for payment. Reimbursement claims and commercial
card reconciliation reports must be supported by original receipts or electronic images.

6.00 In circumstances where professional development funds were used for employment-related
training and/or course fees, the Canada Revenue Agency advises that these amounts
shouldn't be claimed on income taxes as a personal tuition credit or education amount. For
more information, consult the CRA webpage.

7.00 Any unused balance in an employee’s Professional Development Expense Account at
end of the allocation year (July to June) will be automatically rolled ahead into that
employee’s Professional Development Expense Account for the succeeding fiscal
year. Transactions for purchases using professional development funds made prior to
retirement or termination will be accepted up to 60 days after termination.

6.00 Any unused balance in an employee’s Professional Development Expense Account at the
time of retirement or termination shall be reallocated by the university for other purposes.
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