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Introduction 
The EMSB-APPA Professional Improvement Parity Committee (PIC) is committed to 
helping APPA union members access the resources they need for professional 
growth. Inside, you’ll find detailed information on eligibility, available funding, and the 
reimbursement process.  

The norms and procedures in this guide have been updated to better meet the current 
needs of the workforce, allowing you to make the most of the opportunities for growth 
and development. 
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ELIGIBILITY CRITERIA FOR 
FUNDING 

 

Conditions are outlined in chapter 5-7.00 on professional improvement within the 
S18 Collective Agreement governing school support staff.  

Maximum reimbursement limits set are set per school year, not per individual claim. 
This means that once you have reached the annual funding limit for that year, no 
additional claims will be reimbursed, even if you have multiple requests. 

Funding is allocated on a first-come, first-served basis. Once the budget is 
depleted for the school year, no additional requests will be accepted. 
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Who Qualifies for Funding? 
Regular employees including those on probation, who are members of the APPA 
and employed on a full-time or part-time basis. 

Regular employees on leave who are members of the APPA, including those on 
probation, whether on part-time or full-time leave, with or without salary. 

Temporary employees who are members of the APPA, with a minimum of 6 months 
seniority and currently working in an assignment for the duration of the program, 
course, or activity. 
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FUNDING OPTIONS FOR 
PROFESSIONAL DEVELOPMENT 
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Funding for Credited Academic Studies 
The Parity Committee provides funding for university or CEGEP programs leading to 
a diploma or certificate recognized by the Québec Ministry of Education. 

Funding Details 
 The committee reimburses 100% of tuition and compulsory fees, up to a maximum of 

$4000.00 per year. 

 Reimbursement is issued directly through the employee's pay cheque and is taxable in 
accordance with the Taxation Act. 

 If you are unsure if the educational institution is recognized, please contact the parity 
committee before registering for the course. 

Reimbursement Procedures 
• Complete and sign the Professional Improvement Request Form (PIC 00-01). 

• Attach the required documents: 

o Detailed invoice for tuition and compulsory fees. 

o Receipt or proof of payment. 

o Transcript of marks as proof of successful course completion. 

• Submit the form and documents via email to appa_pic@emsb.qc.ca. 

Time Limit for Submitting Claims 
• Claims must be submitted no later than 60 days after the completion of the course. 

• If the transcript is not received within the time limit, please contact the Parity Committee 
to request an extension. 

The Parity Committee Does Not Reimburse 
 Instructional materials (books, stationery, equipment) 

 Membership fees for professional corporations or orders 
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Recognition of Acquired Competencies (RAC) 
Funding is available for the Reconnaissance des acquis et des compétences (RAC). 
The RAC is a program recognized by the Québec Ministry of Education where 
academic credits can be earned through acquired skills and knowledge. 

Funding Details 
 The committee reimburses the 100% of the cost per applicant per year. 

 Reimbursement is taxable in accordance with the Taxation Act. 

 If you are unsure if the educational institution is recognized, please contact the parity 
committee before registering for the course. 

Reimbursement Procedures 
• Complete and sign the Professional Improvement Request Form (PIC 00-01). 

• Attach the required documents: 

o Detailed invoice for tuition and compulsory fees. 

o Receipt or proof of payment. 

o Transcript of marks or proof of successful completion of the RAC program. 

• Submit the form and documents via email to appa_pic@emsb.qc.ca. 

Time Limit for Submitting Claims 
• Claims must be submitted no later than 60 days after the issue date on the transcript or 

proof. 

• If the transcript or proof is not received within the time limit, please contact the  
Committee to request an extension. 

The Parity Committee Does Not Reimburse 
 Instructional materials (books, stationery, equipment) 
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Funding for Non-Credit Courses, Trainings 
and Certifications 
Funding is available for technology, software, language skills courses, retraining, 
upgrading and preparatory courses related to the APPA Classification Plan. 

Funding Details 
 The committee reimburses a maximum of $1500 per applicant, per school year. 

 Reimbursement is taxable in accordance with the Taxation Act. 

Approval Process 
• A course brochure, outline or description that includes the name and address of the 

institution providing the course, training session or certification. 

• The request must be submitted by email no later than 30 days prior to the course.  

Reimbursement Procedures 
• Complete and sign the Professional Improvement Request Form (PIC 00-01). 

• Attach the following documents: 

o Proof of successful completion of the course or training session or certification. 

o Registration or invoice for course fees, or confirmation of admission and 
registration. 

o The original receipt or proof of payment. 

• Submit the form and documents via email to appa_pic@emsb.qc.ca. 

Time Limit for Submitting Claims 
• All documents must be submitted no later than 30 days after the completion of the course 

or retraining activity. 

The Parity Committee Does Not Reimburse 
 Instructional materials (books, stationery, equipment) 

 Membership fees for professional corporations or orders 
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First-Aid Certification 
All support staff employees are eligible for reimbursement of the total cost of first-
aid training and recertification. 

Funding Details 
 Individuals are eligible for 100% reimbursement of the cost of the initial course and 

subsequent recertifications every three years. 

The Parity Committee Does Not Reimburse 

 First-aid courses must be in-person. Online courses will not be accepted 

Employee Classifications Requiring Mandatory Training 
First-Aid re-certification for the following classifications is funded directly by the School Board: 
Daycare Technician, Daycare Educator, Daycare Educator – Principal Class, Special Education 
Technician, Attendant for Handicapped Students, Interpreter-Technician, School or Centre 
Secretary, and Student Supervisor. 

Approval Process 
• No pre-approval required 

Reimbursement Procedures 
• Complete and sign the Professional Improvement Request Form (PIC 00-01). 

• Attach the following documents: 

o Proof of successful completion of the First Aid training or recertification. 

o The original invoice, receipt or proof of payment. 

• Submit the form and documents via email to appa_pic@emsb.qc.ca. 

Time Limit for Submitting Claims 
• All documents must be submitted no later than 30 days after the completion of the course 

or recertification. 
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GROUP PROFESSIONAL 
DEVELOPMENT  
 

Professional improvement initiatives for groups applies to trainings organized based 
on specific needs (made-to-measure).  
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Group Training and Skills Upgrading 
Funding Details 

 The committee reimburses the cost of group training up to a maximum of $1500 per 
school year. 

 Each department or service is limited to one claim per school year.  

 If the cost exceeds the maximum amount the administrative unite assumes the remaining 
costs. 

Approval Process 
• A description of the course, workshop or training session. 

• The request must be submitted by email prior to the course.  

• Activities organized by an outside organization must be submitted for approval no later 
than 30 days before the activity 

Reimbursement Procedures 
• Complete and sign the Professional Improvement Request Form (PIC 00-01). 

• Attach the following documents: 

o Original receipt or proof of payment. 

o List of participants and registration or participation forms 

• Submit the form and documents via email to appa_pic@emsb.qc.ca. 

 
Collaboration with Non-APPA Groups 
When a professional development activity is organized for a group that includes both APPA and 
non-APPA members, the reimbursement amount will be prorated based on the number of eligible 
APPA members participating, relative to the total number of participants. The maximum 
reimbursement is capped at $1500 per school year. 
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CONVENTIONS AND SEMINARS 
 

The Parity Committee handles funding requests for seminars or conventions 
related to the APPA Classification Plan by outside organizations. In exceptional 
cases, the committee may accept requests to attend events held outside Quebec.  

Funding Details 
 The Committee reimburses up to a maximum of $1000 CAD per school year.  
 A maximum of two (2) requests per person per school year may be accepted. 
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Events Within the Montreal Area 
For events located up to 60 kilometres from Montreal only the registration fees will 
be reimbursed.   

Approval Process 
• Information about the event such as a brochure or website. 
• The request must be submitted by email no later than 30 days prior to the event.  

Reimbursement Procedure 
• Complete and sign the Professional Improvement Request Form (PIC 00-01). 

• Attach the following documents: 

o Original receipt or proof of payment for registration or participation  

• Submit the form and documents via email to appa_pic@emsb.qc.ca. 

Time Limit for Submitting Claims: 
• A reimbursement claim must be submitted no later than 30 days after the event. 

The Parity Committee Does Not Reimburse: 
 Instructional materials (books, stationery, equipment) 

 Membership fees for professional corporations or orders 
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Events Held Outside of Montreal 
The Parity Committee reimburses the following if the distance is more than 60km 
from Montreal: 

 Registration fees 

 Return trip using public transportation up to a maximum of $125 CAD 

 When driving a personal vehicle, kilometres will be paid in accordance with the EMSB 
Financial Services Policy FS-10 

 Accommodation fees up to a maximum of $100 CAD, per day 

 Meal expenses up to a maximum of $50 CAD, per day 

Approval Process 
• Send the following documents via email: 

o The brochure or website outlining the event 

o A document outlining the registration or participation fees 

o The address of the event location 

• The request must be submitted by email no later than 30 days prior to the event.  

Reimbursement Procedures 
• Complete and sign the Professional Improvement Request Form (PIC 00-01). 

• Attach the following documents: 

o Original receipt or proof of payment for registration or participation  

o All original receipts for public transportation, accommodation, and meals. 

o If a personal vehicle was used, the number of kilometres to and from the event 
location. 

• Submit the form and documents via email to appa_pic@emsb.qc.ca. 

Time Limit for Submitting Claims 
• Reimbursement claims must be submitted no later than 30 days after the event. 

The Parity Committee Does Not Reimburse 
 Instructional materials (books, stationery, equipment) 

 Membership fees for professional corporations or orders 
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ROLE OF THE PROFESSIONAL 
IMPROVEMENT PARITY 

COMMITTEE (PIC) 
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Our Mandate 
The Professional Improvement Parity Committee (PIC) is a parity committee made up by an equal 
representation of union and school board personnel as mandated in chapter 5-7.00 of the 2023-
2028 S18 Collective Agreement.   

As per clauses 5-7.09, 5-7.10, 5-7.11 and appendices 21, 24 and 26 of the 2023-2028 S18 
Collective Agreement, the committee is responsible for overseeing all activities related to training, 
professional development, integration, onboarding, and compensation for staff who supervise 
stagiaires. The committee also manages the budget allocated for these initiatives. 

Key responsibilities include: 

• Identifying and setting priorities for professional development and training based on 
identified needs.  

• Development and application of norms and procedures for funding requests.  

• Allocating the budget according to established priorities and managing its distribution 
based on the volume and nature of requests received. 

• Evaluating funding requests in alignment with individual professional growth objectives 
while supporting both personal and professional development goals. 

• Planning and organizing professional improvement sessions, courses or workshops. 

• Encouraging collaboration between management and support staff to identify training and 
professional development needs. 

• Promote projects tailored to the unique work environments and requirements of daycare, 
special education and administrative support staff. 

Our Priorities 
The Professional Improvement Parity Committee (PIC) prioritizes several areas fostering the 
professional growth of APPA school support staff.  

• Promote educational studies that lead to diplomas recognized by the Quebec Ministry of 
Education. 

• Encourage participation in courses that improve knowledge and proficiency of the English 
and French languages.  

• Encourage participation in courses relevant to technology and software used by the EMSB. 

• Facilitate professional improvement for groups, based on identified needs. 

• Promote the organization of a professional conference designed for all support staff. 
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Composition of the EMSB-APPA Professional 
Improvement Parity Committee 
 

EMSB Employer Representatives 
• Personnel Management Consultant 
• Administrative Technician  
• Assistant Director of Human Resources (Substitute)  

 

APPA Union Representatives 
• Union Representative member of the Executive Committee 
• Union Representative 
• Union Representative (Substitute) 
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CLAIM PROCEDURES 
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When Making Your Claim 
Please follow the approval and reimbursement procedures for your chosen 
funding option.  

All claims must be sent to the Committee within the indicated time limit to be 
eligible for reimbursement. 

If you are unable to forward all the required documents within the time limit, please 
contact the Committee to request an extension. 

Where indicated requests must be approved in advance.   

 

Contact Information 
For questions concerning training and professional improvement for and 
administrative support staff (APPA members)  

 

Email: appa_pic@emsb.qc.ca 

Phone: (514) 483-7200, Ext. 7268 

OR 

Assistant Director of Human Resources 

EMSB-APPA Professional Improvement Parity Committee 

Human Resources Department, EMSB 

 
 

mailto:appa_pic@emsb.qc.ca
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(PIC-00-01) 

SUPPORT STAFF REIMBURSEMENT REQUEST FORM (PIC-00-01)
APPA-EMSB PROFESSIONAL IMPROVEMENT PARITY COMMITTEE 

EMPLOYEE INFORMATION 

NAME 

EMPLOYEE NO. POSITION 

SCHOOL / DEPT. EMAIL 

EMPLOYEE STATUS 
REGULAR REGULAR ON LEAVE TEMPORARY 

CATEGORY OF STUDY 

CREDITED STUDIES RAC NON CREDIT FIRST AID CONVENTION/SEMINAR GROUP TRAINING 

COURSE / ACTIVITY INFORMATION 

COURSE TITLE OR ACTIVITY 

INSTITUTION / COMPANY 

START DATE END DATE 

FOR CREDIT, NON-CREDIT OR RAC STUDIES IF APPLICABLE 

PROGRAM COURSE NO. 

REIMBURSEMENT EXCLUDING INELIGIBLE EXPENSES

TOTAL AMOUNT CLAIMED ARE ALL RECEIPTS/INVOICES AND 
REQUIRED DOCUMENTS ENCLOSED? YES NO 

SIGNATURE AND AUTHORIZATION 

SIGNATURE OF APPLICANT DATE 

SIGNATURE OF IMMEDIATE SUPERIOR  
(ONLY IF COURSE/ACTIVITY IS TAKEN DURING WORKING HOURS)

DATE 

Please ensure all invoices, receipts or proofs of payment, transcript of marks or proof of 
successful course completion are enclosed before submitting.

PRINT THE FORM, SIGN AND SEND VIA EMAIL TO APPA_PIC@EMSB.QC.CA

EMSB-APPA PIC 2025 
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mailto:appa_pic@emsb.qc.ca
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