
Updated Feb. 2009 

FACULTY DEVELOPMENT 

FUNDING REQUEST FORM 
(SEE GUIDELINES ON REVERSE SIDE) 

 

Name: _________________________________ Date of Application: ______________ 

Teaching Program or Service Area: _____________________________________ 

Title of Proposed Activity: _____________________________________________________ 

Dates of the Activity: From _________________ To ____________________ 

Location of the Activity: ___________________________________ 

Attach documentation describing the proposed activity (web info, brochure, etc.) 

 

Definition: Professional Development for faculty is a personally initiated obligation 
and right to build discipline expertise, to enhance personal growth, to improve 
teaching abilities and to contribute to organizational development. 

Rationale: In paragraph form describe how your proposed activity will meet these 
obligations. Be specific: what are your professional development needs and how will 
this activity contribute to resolving those needs. Attach your paragraph to this form 
and send a copy by e-mail to the Faculty Development Coordinator. 

Funding Request Details 

Employment Status: 

 Regular Full-time 

 Regular Part-time at ________ % 

 Auxiliary 

 Term 

I am requesting this amount: ____________ 

 I have attached documentation 

describing the activity. 

 I have attached and e-mailed my PD 

rationale. 

 Travel is required. I have attached a 

Travel Request Form.  

 I have submitted a report on my last 

funded activity. 

 I will self-fund costs which exceed my 

allocated funding. 

 I have approached other funding sources. 

List: ______________________________ 

Incomplete applications will be returned to 

applicant 

Additional Comments/Conditions: 

 

 Department Head/Manager’s Approval 

PD Time Approved: From _______ To _______ 

Additional Funds Approved: Yes  No  

If Yes, amount approved: _______________ 

Cost Code: _______________________ 

Comments/Conditions: 

 

 

 

_____________________________  _____________ 

Manager’s Signature Date  

 Faculty Development Committee Approval 

  Meeting Date: _____________ Yes  

 E-mail Date: _____________ No  

 Funding Eligibility: _____________ 

 Amount Approved: _____________ 

Comments/Conditions: 

 

 

Coordinator’s 

Signature: 

Faculty Development Web Site: http://www.cotronline.ca/course/view.php?id=167 

 

 
 

New 

http://www.cotronline.ca/course/view.php?id=167


Updated Feb. 2009 

FACULTY DEVELOPMENT FUNDING REQUEST GUIDELINES 
 
The Faculty Development Committee is a committee consisting of 5 Faculty 

(elected at a Faculty Association meeting), the College’s Staff Development 

Manager, and chaired by the Faculty Development Coordinator (elected by 
Faculty).  The Committee exists to coordinate, promote, and enhance a variety 

of PD activities at the College.  One specific Committee function is to manage 

the Faculty Development Fund as described in the Collective Agreement.  A 
major portion of these funds are used for individual faculty PD activities.  To 

receive funds, a faculty member must apply to the committee as outlined 

below.  (Note:  If you wish to apply for funds to cover expenses related to 
Group PD activities, Guest Speakers, or Educational Leave, please use a 

different form and/or ask the Coordinator for details) 

Who may apply for individual funds? 

Most faculty are eligible to apply, including Regular, Regular Part-Time, 

Term and Auxiliary employees.  Auxiliary employees are required to have 
worked in the previous calendar year to be eligible.  Auxiliary employees 

whose eligibility is less than $400 per year may accumulate eligibility over 

two consecutive calendar years.  This eligibility is based on earnings from the 

previous two calendar years.  Term employees, replacing a faculty member on 

leave, may not be eligible unless prior employment shows an ongoing 

relationship with the College. 

How much money can I apply for? 

Current funding limits are up to $2,000 per fiscal year (April – March), to a 

maximum of $4,000 over any 4-year period, or a pro-rated amount in the case 

of regular part-time employees (e.g., if you're employed as 60%, you're 
eligible for 60% of the above figures).  Auxiliary employees may apply up to 

a funding limit equal to 3% of the College faculty earnings from the previous 

calendar year (e.g., if you earned $9,000 last year, you could apply for $270 
this year).  Important note:  These are maximum funding eligibility limits, 

they are not guaranteed allotments.  Certain factors, particularly how much 

money is in the fund at any given time, could cause these limits to be lowered. 

What expenses are covered? 

Whenever travel is involved, normal college travel expense policy applies, 
although you are free to claim less than that if you so choose.  Conference 

registration fees and tuition fees are also covered.  Other types of expenses 

(e.g. course materials, textbooks, photocopying, inter-library loans, etc.) may 
also be covered, but these will be dealt with on a case-by-case basis by the 

Committee at its discretion. 

When should I apply? 

You should apply as much in advance as possible; there is no such thing as 
applying too early.  As the Committee usually meets at least once each month 

to consider applications, you should time your application accordingly.  If 

circumstances warrant (i.e., you only had short notice yourself of the PD 
opportunity), you may be able to get an answer from the Coordinator on 

shorter notice than the meeting schedule.  If the money runs out before the end 

of the fiscal year, no funding will be available until the next fiscal year.  It is 
to your benefit to apply early! 

Can I share costs among a number of funding sources? 

Yes, however it is up to you to find out about other sources of funds.  We are 

more than happy to co-fund activities with either other College funding 

sources or outside sources. 

What other sources of funds are there within the college? 

Well, this seems to vary from year to year, but if you think it's appropriate, 

you should check with your Department Head, Dean, or HRD to see if they 

can find some money to kick in towards the activity you have in mind.  
Although the initiative for this should come from you, there may be times 

when we might try to negotiate on your behalf with HRD or the Dean to arrive 

at a cost-sharing arrangement. 

Are there some common activities that the committee 

will definitely NOT fund? 

Yes.  We will not fund attendance at articulation meetings or at meetings that 
we consider to be similar to articulation.  The general rule of thumb here 

might be that if the College is obligated to send someone to a particular 

meeting or conference or if you are directed by a manager to attend a 
particular meeting or conference, then it should not be paid for out of the 

Faculty Development funds.  Sometimes this is a fuzzy matter that might lead 

to cost-sharing arrangements which will be dealt with on a case-by-case basis.  

We will also not fund ID courses for regular employees, since the contract 

specifies that these fees are paid from another source.  If travel is needed to 

take these courses, an application can be made to the committee for travel 
costs to attend the course.  

Is it possible to "get" more than the $2,000/$4000 limit? 

Ordinarily, no.  However, there may be occasions when we could fund you for 
an activity and not charge the cost against your eligibility limits.  As this is a 

case-by-case matter, if you think it's appropriate, ask us.  The type of case we 

have in mind is if a person wants to participate in an activity that will lead to 
more direct involvement with promoting and conducting group PD activities 

at the College.  For example, if you want to take an ISW Facilitator Training 

Course or a Great Teachers Facilitator Course and then plan on running one of 
these activities here at the College, we would consider funding you separately 

from the regular funding limits. 

What if I've never applied or haven't applied in a longtime; can 
I apply for more?  Can I accumulate the limits over a long 

periods of time? 

No to both questions.  However, if the Fund is low on money, those 
individuals who have not applied for much in the past four years may be given 

preference. 

How do I find out how much funding eligibility I have? 

Please contact the Faculty Development Coordinator for this information. 

OK, so how do I actually apply? 

Please read the following carefully and then follow the instructions in order: 
1) Complete all relevant portions of this form and attach required 

supporting documentation, including: 

 a) Travel Request Form itemizing all anticipated expenses (this is 
required whenever travel is involved):  If you need assistance in 

determining the amounts, contact the coordinator. 

 b) Copies of conference details, course descriptions, etc. 
 c) Additional information or explanations that you think may be 

important if there isn't enough room on this form 

 d) Rationale attached and emailed to coordinator. 
2) Have your department head or supervising manager complete his/her 

portion of the form.  This step provides an opportunity for you to talk 

about your professional development with your DH or manager even if 
the activity is to be completed on your own time.  (i.e., evenings, 

weekends, vacation, or holidays) 

3) Normally the department head will send the paperwork to the Faculty 
Development Coordinator for processing.  The coordinator will circulate  

your application to the Committee for review.  

4) The Coordinator will notify you as to the outcome of your application as 
soon as the Committee has made a decision. Committee members vote 

on all applications.  In the event that your application was not approved, 

the Coordinator will let you know why. 
5) You will arrange your own travel, accommodation, and registration.  A 

travel advance may be requested for payment of conference registration 

fees, flights, and accommodation.  Keep all receipts. 
 6) If for some reason you are unable to complete the approved activity, you 

must notify the Faculty Development Coordinator immediately. 

7) Upon completion of the activity, complete an Expense Claim Form and 
submit original receipts to the Faculty Development Coordinator.  The 

Coordinator will assign the appropriate cost codes and forward the forms 

for processing.  

8) Finally, you must submit a brief report on the activity (these are usually 

about ½ to 1 page in length), and if the activity could apply to other 
people at the College, we'd be interested in knowing if you'd recommend 

it to them.  Excerpts from these reports may be placed into the annual 

report sent out by the Coordinator.  Please submit this report online at 

the Faculty Development web site.  If a report has not been submitted 

for a previous activity funded by the Faculty Development Fund, any 

new application will not be considered. 

Web Site:  

Access to the site is now linked through the 

Faculty Development Moodle page at: 

http://www.cotronline.ca/course/view.php?id=167 

 

Any questions, contact the Coordinator. 

Enjoy your PD experience! 

 

http://www.cotronline.ca/course/view.php?id=167

