
 

 
 
 
 

TEACHERS’ PROFESSIONAL DEVELOPMENT POLICY - 2015 - 2016 
 
 
I. PREAMBLE 
 

As per the Teachers’ Collective Agreement, section 7-1.01: 
 

“… the board shall have $240 available per full-time equivalent teacher in the service of the board 
on September 30th, excluding teachers on availability.  A portion of the amount shall be earmarked 
for training in the area of special education.” 

 
The object of this policy is to provide a framework for the distribution of the Professional 
Development (P. D.) funds which will best serve the needs of CQTA members and their 
schools. Teachers are encouraged to make use of this fund to keep in touch with educational 
trends and new teaching materials and techniques, benefiting themselves, their colleagues, 
and their students.  
 
This policy applies to all of the schools of the Central Québec School Board with the 
exception of Jimmy Sandy Memorial School, which has its own policy. 

 
As per measure 30134 of the MEESR Budget Rules based on the teachers’ collective 
agreement, teachers from MacLean Memorial School are entitled to a supplement to cover 
extra travel expenses.  

 
As per Appendix XXV of the teachers’ collective agreement (Special measures concerning multi-
grade classes at the elementary and pre-school levels): 
 

“… the amounts allocated to each school board are intended for teachers working with multigrade 
classes.  The amounts shall be managed by the professional improvement committee.    

 
II. AMOUNTS AND AVAILABILITY OF FUNDS 
 

The total P. D. fund this year is approximately $80,000.  Please note that any surplus from 
the 2014 – 2015 funds will be added to this amount. 

 
A) $  2,000 University courses leading to teacher certification 
B-1) $12,000 Regular courses 
B-2) $36,200 Workshops, conferences, professional networking (teachers’ visits, etc.) 
C) $15,000 QPAT Pre-Convention AND Convention 
D) $10,000 Board-wide activities  
E) $  4,800 Activities related to Special Education 
 
 
 
 



 

 2 
 

III. PROCEDURES 
 

 To Apply For Professional Development Funds:  
 

Use the P. D. Application Form (Appendix I) obtainable from your school office.  This is 
to be completed, signed by the teacher, and approved and signed by the principal.  It 
should then be forwarded to the Educational Services Department.  
 
The application and subsequent approval are required prior to the activity.   
 
Professional Development requests should be directly related to the acquisition or 
further development of related pedagogical skills and competencies; otherwise they will 
be refused. 

 
The maximum allocation available for a full-time teacher is $700 per school year for 
categories A, B-1, B-2, and the QPAT Pre-Convention.  Part-time teachers will receive a 
maximum allocation based on the percentage of their workload at the time of 
application.   

 
 To Claim Expenses: 

 
The applicants are expected to pay all expenses incurred and, once the activity has 
occurred, apply for reimbursement up to the maximum amount approved. 

 
To apply for reimbursement, use the P. D. Expense Claim Form (Appendix II) 
obtainable from your school office.  It is to be completed and signed by the teacher.  The 
appropriate supporting documents are to be attached - (e.g. receipts for registration, 
hotel bill, parking receipt, etc.); - then submitted to the Principal for approval, signature, 
and forwarded to the Educational Services Department 

 
All claims must be submitted within 45 days of the completion of the event attended.  If 
the delay is not respected, the claim may not be reimbursed.  All claims have to be 
submitted prior to June 30th at the latest.  

 
A)  ALLOCATION OF FUNDS FOR UNIVERSITY COURSES LEADING TO 

TEACHER CERTIFICATION  
 

This section applies to teachers without Québec legal qualifications.   
 

Selection: Allocated on a “first-come, first-served” basis. 
 
Coverage: The P. D. Committee will reimburse tuition costs and approved 

materials for courses up to the maximum allocation of $700 per teacher 
per school year, whether the teacher has a full-time or a part-time 
workload.  This allocation cannot be used to pay substitution costs and 
travel expenses (meals, mileage, parking fees, etc.). 
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B-1) ALLOCATION OF FUNDS FOR REGULAR COURSES 
 

A maximum of $700 per school year may be allocated for a full-time (100%) teacher for 
tuition costs and approved materials.   Part-time teachers will receive a maximum 
allocation based on the percentage of their workload at the time of application.  This 
allocation cannot be used to pay substitution costs and travel expenses (meals, mileage, 
parking fees, etc.). 
 

 B-2) ALLOCATION OF FUNDS FOR INDIVIDUAL WORKSHOPS, CONFERENCES,  
  PROFESSIONAL NETWORKING (teachers’ visits, etc.) 
 

A maximum of $700 per school year may be allocated for a full-time (100%) teacher.  
Part-time teachers will receive a maximum allocation based on the percentage of their 
workload at the time of application. 
 
Teachers from MacLean Memorial School may apply to receive a supplement to cover 
extra travel expenses. 
 
Teachers from Riverside Regional Elementary School and Riverside Regional High 
School will be entitled to a supplement of $250 to cover extra travel expenses and 
substitution costs. 
 

 Process for  The school year has been divided into two different registration periods: 
 B-1 and B-2: 

1. July to December  
2. January to June 

 
      Selection: The budget has been subdivided and an amount allocated to each session. 

Requests will be approved on a “first-come, first-served” basis until the 
amount for the session is spent.  Requests received once the amount 
allocated for the session has been spent will be refused.  Any money left 
after the first registration period will be transferred to the second one. 
 
Applicants will be notified within four school days following the receipt 
of their application form at the board office. 

 
 Coverage:  i)    Tuition costs and approved materials (receipts required) 

 

 
NOTE:  

The per diem expense 
allocations and travel 
rates are based on the 
CQSB Travel and 
Living Expenses  

ii)   Per diem expense allocations (including taxes):  
- hotel (original receipt required) 
- lodging (receipt not required) 
- meals (receipts not required) 

breakfast 
lunch 
Dinner 

 

As per receipt 
$50 

 
$15 
$20 
$25 
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Reimbursement Policy 
adopted on June 13, 
2012. 

Should the Policy be 
revised again, the rates 
will be adjusted 
accordingly. 

 

iii) Substitution costs:   

It must be understood that substitution costs, if applicable, are 
deducted from each applicant's allocation (approximately $231 per 
day.)  Please indicate the number of days required when submitting 
your application and indicate the days actually used when submitting 
your expense claim.   No substitution costs will be reimbursed for a 
course. 

 iv) Cancellation of Pre-registration:  
In the event that a pre-registration has to be forfeited, either in full or 
in part, for a valid reason, the teacher shall be refunded the amount 
claimed for registration upon receipt of the pertinent documentation. 

 
v)  Travel Rates (for workshops, conferences and networking only): 

Please refer to the CQSB Travel and Living Expenses Reimbursement 
Policy 

 
vi)  Other Expenses:  Please refer to the CQSB  

Travel and Living Expenses Reimbursement Policy. 
 

The CQSB Travel and Living Expenses Reimbursement Policy is available in all the schools and on the 
CQSB website (www.cqsb.qc.ca – under Useful Links – CQSB Policies – Finance Department).  The P. D. 
Committee will apply the CQSB travel policy at all times. 

 
 

C) ALLOCATION OF FUNDS FOR THE QPAT PRE-CONVENTION and 
CONVENTION 

 
The QPAT Pre-Convention will be held on November 26 and the Convention will start 
in the evening of the 26th and continue on November 27, 2015.  Someone is considered 
attending the Pre-Convention when participating in workshops starting in the 
morning of November 26th. 

 
To apply: Application and approval are required prior to attendance at the QPAT 

Pre-Convention and Convention.   
 

Please CLEARLY specify on your application form if you are applying 
for the QPAT Convention or the Pre-Convention. 
 
A specific budget is allocated for the QPAT Convention and Pre-
Convention activities. Requests will be approved on a “first-come, first-
served” basis until the budget is spent.  Requests received once the 
amount allocated has been spent will be refused.   
 

Coverage: Reimbursement of expenses will be calculated on a pro-rata basis in 
accordance with the teacher’s workload at the time of application. 
 
 
 

http://www.cqsb.qc.ca/
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For the QPAT Convention (activities starting on Thursday evening): 
 
A maximum allocation of $150 per teacher (original receipts required, 
where applicable) will be granted.   In cases where the school cannot 
schedule a pedagogical day for this convention, teachers will be entitled 
to the $150 maximum allocation plus supply costs (number of days of 
supply will be determined by the P. D. Committee based on the location 
of the school.)  This special supply allocation will apply to a maximum 
of four teachers per school. 
 
For the Pre-Convention and Convention, (activities starting on 
Thursday morning): 
 
Like all other conventions, a maximum allocation of $700 per teacher 
will be granted.   In cases where the school cannot schedule pedagogical 
days for this convention, teachers will be entitled to an additional $150.  
Substitution costs will be deducted from each applicant's allocation 
(approximately $231per day.) 
 
 

D) ALLOCATION OF FUNDS FOR THE BOARD-WIDE ACTIVITIES  
 

The aim of this allocation is to help the Board Office organize pedagogical activities 
geared to the needs of the teachers and to be able to regroup as many teachers as 
possible for a given activity. 
 
These activities take place on a day that has been identified as a board-wide 
pedagogical day.    
 
The calendar of activities for the board-wide pedagogical day is prepared in advance 
by the Board Office consultants and sent to school principals for distribution to their 
staff as teachers have to sign up in advance for workshops. 
 
It is not necessary to fill in the P. D. Application Form for activities organized during 
this pedagogical day.    
 
Should a teacher be asked to give a presentation on that day, he or she can be granted 
a minimum of half a day in release time or salary to prepare for this presentation (does 
not apply to facilitators). 
 
In cases where the school cannot schedule a pedagogical day on that day, the P. D. 
Committee will pay supply costs for a maximum of four teachers per school. 
 
 

E) ALLOCATION OF FUNDS FOR ACTIVITIES RELATED TO SPECIAL 
EDUCATION 

 
In order to respect the Teachers’ Collective Agreement, part of the funds allocated for 
professional improvement for teachers must be used for training related to special 
education. 



 

 6 
 

Therefore, the aim of this allocation is to help the Board Office organize activities for 
teachers relating to special education and/or to send teachers to activities organized by 
other groups, but geared to the needs of special education students. 
 
Should a teacher be asked to give a presentation, he or she can be granted a minimum 
of half a day in release time or salary to prepare for this presentation (does not apply to 
facilitators). 
 
In cases where the activities are not planned on a pedagogical day, the P. D. 
Committee may decide to pay supply costs for a maximum of four teachers per school. 
 

 
IV. TEACHERS ON LEAVES OF ABSENCE 
 

Teachers on “leaves”:  deferred salary, sabbatical, maternal/parental leave, partial or full 
leave of absence with or without pay, and progressive retirement - are entitled to 
Professional Development Funds. 
 
 
 
 

Appendix I -  Request for training and professional development 

Appendix II – Expense claim form                                                                                                                              
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