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Land Acknowledgement

We would like to begin by acknowledging that the land on 
which we gather is the traditional, ancestral and unceded 
territory of the Stó:lō, people of the river on which UFV is 

located. We honour the Stó:lō Nation’s stewardship of these 
lands and waters and express our gratitude for the 

opportunity to live, learn, and work here.
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Learning Objectives

1.) Identify Key Changes: employees to identify the major 
differences between the old and new In-Service Professional 
Development (PD) application processes.

2.) Understanding the New System & Processes:

employees to navigate the new In-Service Professional Development 
(PD) application form, related processes, and know-how to complete 
and submit a PD application form using UFV’s HR Service Catalog 
ticketing system.
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This training will cover:

A. In-Service Professional Development (PD) overview

B. What changed?

C. How to complete a PD application form using UFV’s HR 
Service Catalog ticketing system

D. Employee’s responsibilities as an applicant/submitter

E. Direct Supervisor/Exempt Administrator’s 
responsibilities as approver

F. Frequently Asked Questions (FAQs)

Agenda
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A. In-Service Professional Development
(PD) Overview

• Employees are encouraged to engage in professional development (PD) activities 
related to current or future employment opportunities at UFV.

• The in-service professional development (PD) fund covers events, conferences, 
workshops, tuition support, annual professional memberships, and resource 
materials align with the PD criteria established by the Joint Professional 
Development Committee.
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• The purpose of today’s session is simply to walk you through the new 
PD application process, but to learn more about UFV’s In-Service 
Professional Development program, please visit the UFV PD website 
link below where you can find information such as:

✓ What does in-service PD fund covers

✓ What is the PD application process and how to submit a PD 
application

✓ What are the PD criteria and guidelines, tips to supervisors in 
reviewing & approving a PD application

✓ What are the PD allowable and ineligible expenses

✓ How you can check your PD fund balance and expenditures

✓ What are the examples of PD activities that employees have been 
doing

✓ Whom I can ask for support if I have PD related questions

UFV PD website: 
https://www.ufv.ca/hr/learning-and-development/professional-development-fund/

A. In-Service 
Professional 

Development
(PD) Overview
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What Changed?

From: To:
Manual PD application submission & 
approval using a PDF form and email

• Employee completes a PD application form using the 
PDF form and emails it to their direct supervisor/exempt 
administrator for approval. The application will then be 
forwarded to HR for processing and final approval.

• Supervisors/exempt administrators sign the PD 
application in PDF form and email it to HR for final 
processing.

• HR process the PD application form and emails the PD 
approval memo to the employee and supervisor/exempt 
administrator.

Online PD application submission & 
approval using HR Service Catalog system

• Employee completes a PD application form online 
through HR Service Catalog. This will automatically get 
submitted to employee’s direct supervisor/exempt 
administrator to seek approval.

• Supervisors/exempt administrators sign the PD 
application online through HR Service Catalog. This will 
automatically get submitted to HR for final processing.

• HR processes the PD application form in HR Service 
Catalog and emails the PD approval memo to the 
employee and supervisor/exempt administrator.
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PD
Application 

Process
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System Demo

C. How to complete a PD application form
using UFV’s HR Service Catalog ticketing system
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Employee: How to submit a PD application 
form using UFV’s HR Service Catalog system

Step 1: Go to UFV Professional Development (PD) website

https://www.ufv.ca/hr/learning-and-development/professional-development-fund/

Step 2: From the PD website, in the PD Application Process, click “PD application form” 
and it will open the HR Service Catalog ticketing system for you to access the PD form.
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Employee: How to submit a PD application 
form using UFV’s HR Service Catalog system

Step 3: In the HR service catalog page, click the applicable PD application form that you need 
to complete and submit.
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System Demo

Example: Events and Tuition PD Application Form
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Employee: How to submit a PD application 
form using UFV’s HR Service Catalog system

Step 4: Fill out the PD application form. Example: Events and Tuition Application Form
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Employee: How to submit a PD application 
form using UFV’s HR Service Catalog system

Step 4: Fill out the PD application form. Example: Events and Tuition Application Form
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Note: Select what kind of PD 
application type you are requesting.

Employee has the option to apply for 
an “event” and “tuition” at the same 

time by clicking “Both”



Employee: How to submit a PD application 
form using UFV’s HR Service Catalog system

Step 4: Fill out the PD application form. Example: Events and Tuition Application Form
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Employee: How to submit a PD application 
form using UFV’s HR Service Catalog system

Step 4: Fill out the PD application form. Example: Events and Tuition Application Form
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Employee: How to submit a PD application 
form using UFV’s HR Service Catalog system

Step 4: Fill out the PD application form. Example: Events and Tuition Application Form
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Employee: How to submit a PD application 
form using UFV’s HR Service Catalog system

Step 4: Fill out the PD application form. Example: Events and Tuition Application Form
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Employee: How to submit a PD application 
form using UFV’s HR Service Catalog system

Step 4: Fill out the PD application form. Example: Events and Tuition Application Form
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Employee: How to submit a PD application 
form using UFV’s HR Service Catalog system

Step 5: Review and click “Submit”. Example: Events and Tuition Application Form
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Employee’s view: Confirmation of PD 
Form Submission notification

Step 6: Receive submission confirmation and email notification

HR Service 
Catalog:

EMAIL:
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System Demo

Example: Memberships & Resource Materials

PD Application Form
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Employee: How to submit a PD application 
form using UFV’s HR Service Catalog system

Step 1: Go to UFV Professional Development (PD) website

https://www.ufv.ca/hr/learning-and-development/professional-development-fund/

Step 2: From the PD website, in the PD Application Process, click “PD application form” 
and it will open the HR Service Catalog ticketing system for you to access the PD form.
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Employee: How to submit a PD application 
form using UFV’s HR Service Catalog system

Step 3: In the HR service catalog page, click the applicable PD application form that you need 
to complete and submit.
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Employee: How to submit a PD application 
form using UFV’s HR Service Catalog system

Step 4: Fill out the PD application form. Example: Memberships & Resource Materials
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Employee: How to submit a PD application 
form using UFV’s HR Service Catalog system

Step 4: Fill out the PD application form. Example: Memberships & Resource Materials
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Note: Select what kind of PD application 
type you are requesting.

Employee has the option to apply for a 
“professional membership” and 

“resource materials”
 at the same time by clicking “Both”



Employee: How to submit a PD application 
form using UFV’s HR Service Catalog system

Step 4: Fill out the PD application form. Example: Memberships & Resource Materials
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Employee: How to submit a PD application 
form using UFV’s HR Service Catalog system

Step 5: Review and click “Submit”. Example: Memberships & Resource Materials
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Employee’s view: Confirmation of PD 
Form Submission notification

Step 6: Receive submission confirmation and email notification

HR Service 
Catalog:

EMAIL:
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Direct supervisor / exempt administrator view:
How to view and approve a PD application

Step 1: Receive email notification on PD application form for approval.

Click “approval workflow step” and it will open the HR Service Catalog ticketing system for 
you to access the PD form for your approval.

                  Example: email notification to direct supervisor (non-exempt): Example: email notification to exempt administrator:
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Direct supervisor / exempt administrator view:
How to view and approve a PD application

Step 2: In the HR Service Catalog page, please review the instructions and click “PD 
Application Form” to view the requested PD for approval
(Please ensure that you review the PD form and have a discussion first with the applicant about the PD request PRIOR approving/not 
approving the PD application form.)
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Direct supervisor / exempt administrator view:
How to view and approve a PD application

Step 3: Review the PD application form details. Go back to the previous page to approve/not approve.
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Direct supervisor / exempt administrator view:
How to view and approve a PD application

Step 4: Approve/not approve the PD application form by clicking the “approved/not approved” buttons.
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Direct supervisor / exempt administrator view:
How to view and approve a PD application
Step 5: Add a comment and click “Save” to submit and receive confirmation of your approval.

Scroll down to see 
your approval history

Note:
If it is felt that an application does not 
meet the PD criteria, the supervisor / 
exempt administrator may decline to 

support the application. This should be 
discussed with the employee first and you 

will be required to provide your full 
rationale in the comment section after 

clicking “Not Approved”.
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Employee, direct supervisor, exempt administrator’s view: 
Final Approval Notification to Employee from HR
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Example: PD approval email notification



❑ Review the in-service professional development (PD) website which details the PD 
overview, criteria, guidelines, application process, forms, eligible expenses, etc. to 
become familiar with the PD application requirements, processes, and ensure all 
steps are followed.

❑ Prior to completing and submitting a PD application form, please ensure that you have 
reviewed and discussed the proposed activity with your supervisor.

❑ Application must be submitted and approved PRIOR to attending an activity or making a 
PD purchase.

❑ Application must be complete, clear, legible and signed in HR Service Catalog system.

❑ Application must include all supporting documents related to request (e.g. brochures, 
course descriptions, event/membership/resource materials details, links, etc.).

❑ It is the employee’s responsibility to confirm funding availability with HR prior to incurring 
expenses.

❑ For PD activities involving international travel, please contact UFV International at 
StudyAbroad@UFV.ca to discuss UFV’s policies, procedures, and best practices surrounding 
international travel. General information is available online via UFV's international travel 
guide for employees

❑ If the employee decides to cancel a submitted or approved PD application, the employee 
should cancel the PD application in HR Service Catalog system and add a comment in HR 
Service Catalog system for the reason of cancellation and discuss this with the employee’s 
direct supervisor for information and awareness. 

❑ If the employee decides to change some information from their submitted or 
approved PD application, the employee should add a comment to their PD 
application in HR Service Catalog  system and discuss this with their direct 
supervisor for information and awareness. 

❑ Best practice would suggest employees to take ownership and monitor their 
submitted PD applications, available PD funds, and PD claims to ensure compliance 
and accuracy.

Employee’s 
responsibilities 
as a submitter / 

applicant
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Direct supervisor / exempt administrator’s
responsibilities as approver

As a direct supervisor, what is my role in reviewing and approving PD applications?

All PD applications must be submitted to an employee’s direct supervisor for review and confirmation that 
the request meets the in-service Professional Development criteria. If the direct supervisor is not an 
exempt administrator, then the application will require a second signature from the exempt administrator. 
If it is felt that an application does not meet the criteria, the supervisor / exempt administrator may 
decline to support the application.

If an application meets the criteria, it may still be declined if it is determined that the leave would disrupt 
the operation of business at UFV (staff shortages, peak operational periods, critical projects or tasks, 
customer or client impact, etc.) Practical/reasonable logistical adjustments to accommodate PD activities 
are expected. 

NOTE: all applications that are declined must include full rationale from the supervisor/exempt 
administrator for their decision when submitted.

All applications must be submitted to in-service PD whether they are supported by the supervisor or not. 
The PD Assistant will send the final approval or rejection notice to the employee once reviewed.
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Direct Supervisor / exempt administrator’s
responsibilities as approver

Things to consider when reviewing PD applications:

❑ How will this activity contribute to the professional development of the employee and how 
will it directly link back to UFV?

❑ In what specific way will the activity develop or upgrade the employee’s UFV job-related 
skills?

❑ What is the relationship between the activity and current or near future employment 
opportunities for this employee at UFV?

❑ How is the activity of value to the institution?

❑ Has the employee explored all cost-effective learning options that may be offered locally or 
online?

❑ How will the activity further UFV’s strategic goals?

❑ Is the activity a requirement of the department or position? If so, then the activity is NOT 
an approvable professional development application and should be funded through the 
employee’s department.
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List of Frequently Asked Questions (FAQs)
➢ How can I check my PD allocation balance and expenditures?

➢ What types of activities have employees been doing this year?

➢ Which fiscal year will my PD fund allocation be used? For example, I will pay the conference 
registration fee in February 2026, but the actual conference date is happening in May 2026. 

➢ I have unused PD funds from last fiscal year; can I carry over or use it in the next fiscal year?

➢ How do I know if my direct supervisor is an “exempt” or “non-exempt” supervisor?

➢ How do I cancel my submitted or approved PD application?

➢ Where can I view my submitted PD application to track the status?

➢ How do I make changes to my PD application submission or add a comment?

➢ How can I attach additional supporting documents to my PD application? I see it only allows me to 
attach one.

➢ How do I submit my post-PD report? Is it through this online system or pdf fillable form?

➢ As an approver, where do I go to view the PD application that I approved?

➢ I have questions related to PD, to whom can I ask for support?
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➢ How can I check my PD allocation balance and expenditures?

• Log in to my.ufv.ca

• Click “Work/Employee” Info tab

• Scroll down and search for the “PD and DTA History” card and click “View Details”

• Select the relevant fiscal year to view your PD allocations and expenses

If you are not a permanent employee, please contact PD Assistant email: in-service_pd@ufv.ca, who will be able to 
provide you with your PD allocation.

➢ What types of activities have employees been doing this year?

• To see the list of activities that employees have been reimbursed for, please refer to this document: Listing of 
Professional Development Activities

➢ Which fiscal year will my PD fund allocation be used? For example, I will pay the conference 
registration fee in February 2026, but the actual conference date is happening in May 2026. 

• The PD funds will come from the fiscal year in which the activity takes place. The actual date of the activity/event 
dictates which fiscal year of PD funds get used.

For example, the actual conference date is happening in May 2026, the PD funds that will be used for this is fiscal year 
2027 (April 01, 2026 to March 31, 2027).
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➢ I have unused PD funds from last fiscal year; can I carry over or use it in the next fiscal year?
• No carryover of unused PD funds from one fiscal year to another.

➢ How do I know if my direct supervisor is an “exempt” or “non-exempt” supervisor?
• Prior to completing and submitting an online PD application form, please ensure that you have reviewed and 

discussed the proposed activity with your direct supervisor. This will help you to clarify if your direct supervisor is 
an “exempt (non-unionized)” or “non-exempt (unionized)” supervisor/administrator.

• If your direct supervisor is “non-exempt” supervisor, then the application will require a second signature from the 
exempt administrator. To know who is your “exempt administrator”, please ask your non-exempt supervisor.

➢ How do I cancel my submitted or approved PD application?
If you decide to cancel your PD application, please discuss this with your supervisor, then notify HR by:

• Go to the ticket homepage: https://itservicedesk.ufv.ca/TDClient/52/ITServicesPortal/Requests/TicketRequests/

• Search and click your submitted PD application form

• Add a comment indicating your cancellation reason

• Click “Withdraw Request” and “Save”

Note: If you submitted and received PD approval using the old pdf form process, then please notify HR about the 
cancellation by sending an email to in-service_pd@ufv.ca
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➢ Where can I view my submitted PD application to track the status?
• To monitor the status of your submitted PD application, please do the following:

Option 1: 

• go to ticket homepage: https://itservicedesk.ufv.ca/TDClient/52/ITServicesPortal/Requests/TicketRequests/

• search and click your submitted PD application form.

• In your PD application, click “Current Workflow Step” to see its status and who it is currently assigned to.

Option 2: 

• In your UFV email, search for the email notification on your submitted PD application.

• Open the email, scroll down, and click “Open in TDClient” to open your application.

• In your PD application, click “Current Workflow Step” to see its status and who it is currently assigned to.

Once your PD application form has been approved by the required signatories. HR will review your application and once 
approved, you will receive an email from HR with the PD approval number and instructions on how to get reimbursed.
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➢ How do I make changes to my PD application submission or add a comment?
Option 1: 
• go to ticket homepage: https://itservicedesk.ufv.ca/TDClient/52/ITServicesPortal/Requests/TicketRequests/
• search and click your submitted PD application form.
• In your PD application, scroll down, add a comment about the required change or information, then click Save.

Option 2: 
• In your UFV email, search for the email notification on your submitted PD application.
• Open the email, scroll down, and click “Open in TDClient” to open your application.
• In your PD application, scroll down, add a comment about the required change or information, then click Save.

➢ How can I attach additional supporting documents to my PD application?
        I see it only allows me to attach one.
Option 1: 
• go to ticket homepage: https://itservicedesk.ufv.ca/TDClient/52/ITServicesPortal/Requests/TicketRequests/
• search and click your submitted PD application form.
• In your PD application, click “Add Attachment”, browse for your file, then click “Upload” and you can see your uploaded file 

under “Attachments”
Option 2: 
• In your UFV email, search for the email notification on your submitted PD application.
• Open the email, scroll down, and click “Open in TDClient” to open your application.
• In your PD application, click “Add Attachment”, browse for your file, then click “Upload” and you can see your uploaded file 

under “Attachments”
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➢ How do I submit my post-PD report? Is it through this online system or pdf fillable form?

• Submit your post-PD report (for conferences, workshops, courses, trainings, and events) using the fillable 
post-PD report in pdf format. Have it reviewed and signed by your direct supervisor first and email it to 
in-service_pd@ufv.ca.

➢ As an approver, where do I go to view the PD application that I approved?

• In your UFV email, search for the email notification on “PD application for your approval”.

• Open the email and click the workflow step link (PD Application For Approval Workflow Step) to view the 
PD application form on this service request.

➢ I have questions related to PD, to whom can I ask for support?

• For questions regarding the in-service professional development fund and process, contact the 
Professional Development Assistant at email in-service_pd@ufv.ca or at local 5133.

• If you are experiencing access related issue on the HR Service Catalog ticketing system, please contact IT 
Service Desk at this link: https://itservicedesk.ufv.ca/TDClient/52/Portal/Requests/ServiceDet?ID=451
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Thank you!
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