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Purpose 
 
The Professional Development Initiative (PDI) program is intended to provide eligible 
Department of Health and Social Services (DHSS) and Health Authority frontline 
professionals, clinical staff and managers with increased opportunities for professional 
development, education and training for the purposes of skill and career enhancement. 
It is also intended to encourage and promote recruitment and retention in the northern 
workforce.  
 
PDI is used to develop health and social services skills, to provide general training or 
development activities relevant to employees’ roles, or to maintain license requirements. 
The monies are not intended to replace existing funds used for statutory and/or 
mandatory training.  
 
 
1. Eligibility 
 
1.1 Eligibility for Funding  

 must be frontline health and social services professionals, clinical staff or 
managers  

 must be indeterminate (full-time, part-time, job-share, relief) or term staff 
 require specific health or social services education, certification or licensing in 

order to provide or directly support day-to-day assessment of or care to 
residents of the Northwest Territories 

 require continuous service within Health and Social Services (HSS) system 
according to the following: 
 indeterminate and term employees – six months 
 job-share employees – nine months  
 relief employees – twelve months 

 must perform work consistent with the type of work normally provided in one 
or more of the listed professions (see Appendix B Resources – Eligible 
Position List); funding is not provided based on position title alone 

 
1.2 Ineligible for Funding 

 resigning or terminated employees  
 employees who are considered casual, on locum or senior management  
 employees on extended leave, i.e. maternity, parental, education, deferred, 

leave without pay: 
 PDI eligibility is reinstated upon return to an eligible position  

 employees transferring between health authorities are considered new hires 
and are subject to applicable waiting periods  
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2. Funding Restrictions 
 funding is based on the incumbent being in a PDI eligible position (as 

identified in Appendix B)  
 eligibility is based on the type of work you do and not your individual 

qualifications 
 employees may access funding for only one eligible position per fiscal year 
  funded activity or resources must:  

 be identified in employee’s current learning plan as a learning or 
development need (see Appendix C Forms – Learning Plan) 

 develop employee’s health and social services skills, provide general 
training relevant to his/her role or maintain his/her license requirements 

 eligible activities include: 
 conferences, workshops and courses and associated travel costs  
 regional and territorial meetings, professional association courses and 

meetings, and associated travel costs  
 campus-based or distance education programs 
 part-time or continuing studies 
 degrees, diplomas and certificates 
 tuition and registration 
 in-house training instructor fees, and instructor’s travel costs  
 learning resources, e.g. books, CD ROMs, e-books, podcasts, DVDs, PDA 

programs, texts 
 NWT Official Languages, Aboriginal Languages, English or French 

classes or learning resources 
 upgrading  
 General Equivalency Diploma (GED) and Access programs 
 group activities (where funds have been equally combined i.e. tuition, to 

allow delivery of relevant in-house group activities, as long as all 
contributors are in attendance) 

 in-house certifications 
 funding rates depend on the location of the employee (see Appendix B 

Resources – Community PDI Rates)  
 part-time and job-share employee funding is pro-rated, and based upon 

position’s full-time equivalency (FTE)  
 relief employee funding is pro-rated, and based upon eligible employee’s 

number of eligible (REG-like) hours worked in the previous fiscal year; a 
standard relief worker PDI formula is used 

 funds may not be donated from one person to another person or group 
 expenditures incurred prior to PDI approval are not reimbursed  
 cancellation fees are deducted from individual PDI allocations 
 PDI funding cannot be used for: 
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 mandatory or statutory training required to legally perform duties of a 
position  

 Registered Nurses Association of the Northwest Territories and Nunavut 
(RNANT/NU) registration fees, standard first aid, cardiopulmonary 
resuscitation (CPR), basic life support (BLS), Basic Rescuer certification, 
Child and Family Services Information System (CFIS) or Child and Family 
Services statutory training 

 platforms, electronic devices or tools, e.g. computers, e-Readers, 
iPhones, iPods, iPads, laptops, netbooks, office equipment, Personal 
Digital Assistants (PDAs), printers, stethoscopes, Internet services, 
telephone services 

 employee salaries 
 back-fill wages for Community Health Nurse positions 
 sponsored learning, e.g. GNWT Student Financial Assistance, Education 

Leave Program 
 travel expenses for training that will be offered locally 
 personal travel expenditures, e.g. insurance, room service, movies, extra 

hotel nights, airfare change fees, excess baggage fees 
 volunteer service, projects or programs 
 relief organizations or volunteer clinics and associated travel costs 
 personal training, i.e. training unrelated to work or to career enhancement 

 
3. Allowed Leave and Funding for Professional Development (PD) 

 salary for PD is funded by the applicable Authority and is in addition to PDI 
funding 

 relief employees are ineligible for PD leave funding 
 up to 37.5 professional development hours (5 days), plus travel up to a 

maximum of  four (4) days subject to the approval of the HSSA, may be 
accessed by an eligible employee each fiscal year 

 salary will be paid for time away from work due to PDI activities if activities 
occur during regularly scheduled work hours  

 PD funding is pro-rated for part-time and job share employees  
 overtime will not be paid  
 PD taken through the PDI program will be coded as PD1 in PeopleSoft 

attendance records, except in the Hay River Authority where employees will 
code it as PDIU in ORMED   

 employees may combine approved leave with PD hours with appropriate 
approval 

 all leave approval is subject to operational requirements  
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4. Program Deadlines 
 Training Officers will accept applications until February 1 of each fiscal year 
 resources must be purchased and received by March 31 of each fiscal year 
 learning activities must begin by March 31   
 requests for deferral of funds must be submitted to the Training Officer no 

later than February 1  
 applicants will be advised by February 28 on the status of their application for 

deferral 
 
5. Deferral 

 if the employer denies an application, based on operational requirements, the 
employee may apply to defer the estimated cost of the denied activity to the 
next fiscal year (see Appendix C Forms – PDI Deferral) 

 an employee may apply for deferral where one year fiscal funding is 
insufficient to cover the costs of development needs identified in the Learning 
Plan 

 deferral applications will be reviewed by a DHSS committee and the applicant 
will be advised by the Training Officer of the outcome 
 deferred funding may not exceed the employee’s current available credit 

excluding any existing deferrals 
 deferred funds will not be transferred with the employee between health 

authorities or the department 
 relief workers and job share extended employees are not eligible to defer 

funds due to the flexible nature of their rotations/scheduling  
 employees who access PDI funding for travel within a fiscal year cannot 

defer funds to the next fiscal year 
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6. Application and Approval Process 

Person 
Responsible 

Tasks 

Step 1. Prior to receiving PDI funding approval: 
Applicant  ensure that the packages are submitted to the Training Officers six 

(6) weeks prior to the expected travel or activity date    
 contact the Training Officer to confirm eligibility and funding 
allocation 

 ensure learning activity or resource is identified in current learning 
plan  

 complete PDI Application Form (see Appendix C Forms – PDI 
Application Form) in its entirety: 
 incomplete forms will be returned  

 submit completed forms and attachments to manager for review: 
 copy of current learning plan 
 document that describes activity, e.g.  agenda, brochure or web 

link 
 for learning activity with no travel involved, include: 
 request for leave: 

 PD hours  
 other time, e.g. annual leave 

 for learning activity with travel involved, include: 
 request for leave: 

 PD hours  
 travel time, calculated according to the following: 
o actual travel time as stated on ticket  
o one hour for airport departure/arrival within NWT 
o one hour for airport arrival and overnight stopovers outside of 

NWT 
o two hours for airport departures originating outside of NWT 
o actual time in airport awaiting connecting flight  
 other time, e.g. annual leave 

 generate appropriate travel authorization form: 
Travel Authorization & Expense Claim For Non 
GNWT/NWTHC Employees Form  
http://www.fin.gov.nt.ca/documents/forms-
documents/Travel%20Authorization%20%20Expense%20Cl
aim-for%20non%20GNWT-NWTHC%20GNWT%20SAM-
2%20v2.pdf 
o SAM electronic Travel Authorization (GNTEX-R121), 

Employee Expense Report (GNTEX-R120) and Employee 
Cash Advance (GNTEX-5500) 

http://www.fin.gov.nt.ca/documents/forms-documents/Travel%20Authorization%20%20Expense%20Claim-for%20non%20GNWT-NWTHC%20GNWT%20SAM-2%20v2.pdf
http://www.fin.gov.nt.ca/documents/forms-documents/Travel%20Authorization%20%20Expense%20Claim-for%20non%20GNWT-NWTHC%20GNWT%20SAM-2%20v2.pdf
http://www.fin.gov.nt.ca/documents/forms-documents/Travel%20Authorization%20%20Expense%20Claim-for%20non%20GNWT-NWTHC%20GNWT%20SAM-2%20v2.pdf
http://www.fin.gov.nt.ca/documents/forms-documents/Travel%20Authorization%20%20Expense%20Claim-for%20non%20GNWT-NWTHC%20GNWT%20SAM-2%20v2.pdf


Professional Development Initiative 2011/2012                                             February 24, 2011 
 

DEPARTMENT OF HEALTH AND SOCIAL SERVICES 
PROFESSIONAL DEVELOPMENT INITIATIVE 2011/12 
Professional Development Initiative Guidelines 

 

Page 6 of 10 
 

 

Employee Development and Workforce Planning &  May 2009 P a g e  6 | of 10   
Department of Health and Social Services  
Government of the Northwest Territories 

 southern travel approval for travel outside NWT, if applicable 
 Request for International Travel (see Appendix C Forms – 
Request for International Travel), if applicable 

 written rationale, for international travel, that: 
 confirms program’s uniqueness  
 illustrates reasonable effort has been made to identify similar 
available programs within Canada 
 verifies that it is only program available that meets identified 
learning needs 

 If the manager supports the application, employees scans and 
submits the package in its entirety to the Training Officer 
electronically for funding approval (fax only if scanning not 
available 

 
Manager  review application, ensuring that: 

 it meets learning needs identified in learning plan 
 operational requirements are considered 

 sign application form  
 return application package to employee for submission to Training 
Officer 

 forward, with supporting documentation, to Training Officer for review 
 recommend approval or denial of request for international travel 
 

Training 
Officer 

 review application, ensuring: 
 PDI eligibility  
 compliance with program guidelines 

 approve funding and travel  
 provide written response to employee, with copy to manager, on 
status of application, i.e. approved, denied, information requested  

 forward request for international travel, if it meets criteria, to 
applicant’s chief executive officer (CEO) for consideration  
 

Chief 
Executive 
Officer 
(internationa
l travel only) 

 recommend approval or denial of request for international travel: 
 if approved, forward request to Deputy Minister of DHSS prior to 
ministerial  approval and sign off 
 if denied, provide details to Training Officer 

Note:  
 applicants who travel without prior PDI approval will not be reimbursed or covered by 
insurance 

 approval for international travel may take six to eight weeks  
 signed ministerial approval must be received by Training Officer prior to applicant booking 
travel or paying registration fees 
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Step 2: Upon receiving PDI application approval from the L&D Officer: 
Applicant 
 

 for learning resources: 
 purchase resources 

 for learning activity with no travel involved: 
 pay registration fees 
 enter PD hours in attendance record 

 for learning activity with travel involved: 
 pay registration fees 
 book airfare, ground transportation (e.g. bus, train, vehicle rental, 
privately owned vehicle) and accommodations based on most 
economical options available  
 if driving, obtain prior approval from PDI Training Officer for car 
rental or use of privately owned vehicle: 
 provide written quotes indicating that cost is more economical 

than bus or airfare  
 book compact-sized rental vehicle unless justification for larger 

vehicle is approved 
 decline Collision Deductable Waiver (CDW) offered by rental 

company only if travelling in Canada: 
 GNWT has insurance coverage for Canada only: 

o CDW insurance is required for all car rentals outside of 
Canada  

 no reimbursements will be approved for supplementary 
insurance 

 book commercial accommodations in NWT: 
 private accommodations can only be used if insufficient 

commercial accommodations are available OR if the private 
accommodation is with a relative (defined as father, mother, 
brother, sister, spouse, common-law spouse, child, stepchild, 
foster child, father-in-law, mother-in-law, grandmother or 
grandfather) 

 outside NWT, any preferred, reasonable commercial or private 
accommodation can be booked 

 commercial accommodation receipts must include breakdown of 
costs 

 seek approval for Travel Authorization and Expense Claim Form 
from the Training Officer 
 enter PD and travel hours in attendance record 
  

Manager  approve PD or travel hours in attendance records 
 
 

Training  sign Travel Authorization and Expenses Claim Form for duty travel, if 
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Officer applicable, for approved application 
 Authority employees will use the Travel Authorization & Expense 
Claim For Non GNWT/NWTHC Employees form 
 DHSS employees will utilize SAM 
 Provide a copy of scanned approved Travel Authorization to 
employee and manager 

 
Note:  

  Training Officer may be able to provide financial support in advance of learning 
activity, including paying for tuition, books and supplies 

 applicants may be ineligible for additional PDI funding until all outstanding PDI 
advances and recoveries are closed 

Land Travel:  
 applicant is not eligible for GNWT automobile insurance unless car rental is pre-
approved  

 land travel distances between centres are found at:  
- www.dot.gov.nt.ca/_live/documents/content/Highway%20Distances.pdf  
- http://transcanadahighway.com/general/mileage.htm 

 with appropriate receipts, reimbursement includes car rental costs, fuel, tolls and 
parking  

 hotel/airport shuttles must be used where available 
Child Care: 

 up to $50 per day may be claimed for reimbursement where additional childcare 
costs occur during duty travel  

 child care costs are for duty travel only; original receipts must be provided 
 child care can be claimed for dependants who are16 years of age or under 

Per Diem: 
 meals (other than those supplied free by airline, conference, etc.), car mileage and 
incidentals will be reimbursed according to per diem rates posted at  
- www.hr.gov.nt.ca/library/dutytravel.htm  

 per diem rates are reduced by 50% on the 16th day in one location; incidentals 
remain the same  

 no per diem for meals on flights where free meals are served between 6:30 AM to 
8:30 AM, 11:30 AM to 1:30 PM, or 5 PM to 7 PM 

 no per diem for meals that departure/arrival times allow for meal to be eaten at 
home, i.e. if at home between 6:30 AM and 8:30 AM; if departure from home is 
later than 1 PM or 6:30 PM; if arrival to home is prior to 7:30 AM, or earlier than 
12:30 PM or 6:30 PM 

 tips are not reimbursable  
 incidentals are not paid if travel is completed in one day, but may be claimed for 
each overnight and the final day of travel 

Original Receipts:  

http://www.dot.gov.nt.ca/_live/documents/content/Highway%20Distances.pdf
http://transcanadahighway.com/general/mileage.htm
http://www.hr.gov.nt.ca/library/dutytravel.htm
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 original receipts are required to be attached to travel claim, except for taxi trips $10 
and under and private accommodation ($50 per night) 

 must show a balance of zero and the method of payment 
 credit card’s last four digits must appear 
 if foreign currency was used, a bank, credit card or PayPal statement showing the 
conversion to Canadian funds is required 

 if credit card or bank statement is required, black out account numbers (other than 
last four digits of credit card number) before submitting 

 where receipts are missing and irreplaceable, a signed statutory declaration, with 
costs and details outlined, may be accepted 

 
Step 3: Upon completion of learning activity or purchase of resources 
Applicant  for learning resources: 

 submit: 
 proof of purchase, e.g., receipt for materials 
 completed evaluation form (see Appendix C Forms – PDI 

Evaluation Form) 
 for learning activity with no travel involved: 

 submit: 
 proof of attendance, e.g. receipt for course registration or tuition 

fee, certificate of completion 
 completed evaluation form 

 for learning activity with travel involved: 
 submit: 
 proof of attendance, e.g. conference registration receipt 
 completed Travel Authorization and Expense Claim form with 

expenses noted for travel days and learning activity days, and 
with supporting documentation, including, as applicable: 
 itinerary and e-tickets 
 original boarding passes 
 changes in itinerary  
 travel agency fees 
 hotel receipts 
 ground transportation receipts 
 child care receipts 
 tuition or registration receipts 

 submit claims to Training Officer within ten working days of receipt of 
resources or completion of learning activity or duty travel 

 
PDI Training 
Officer 

 approve eligible expense claim  
 forward to appropriate finance area for processing 
 

Note:  
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 all claims must be supported by original receipts 
 advanced funds must be returned within five working days of activity and/or duty 

travel being cancelled 
 references: 

 Financial Management Manual (FAM) – 2001 – Travel and Hospitality - 
http://www.fin.gov.nt.ca/FAMWeb/index.html 
 Human Resources Manual (HRM) – 1210 – Duty Travel and Accommodations 
http://www.hr.gov.nt.ca/policy/hrm/1200%20-
%20Allowances%20and%20Benefits/1210/default.htm 
 Union of Northern Workers Collective Agreement – Article 45 

 
 

http://www.fin.gov.nt.ca/FAMWeb/index.html
http://www.hr.gov.nt.ca/policy/hrm/1200%20-%20Allowances%20and%20Benefits/1210/default.htm
http://www.hr.gov.nt.ca/policy/hrm/1200%20-%20Allowances%20and%20Benefits/1210/default.htm
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1. Employees will submit a PDI application package including supporting documentation 
and the learning plan to their department managers/director for support. 

a. (Place link here to site for where to access Application and Forms) 
 

2. Managers will review the package, ensuring that it meets the learning needs identified 
in the current learning plan.  Support will be dependent upon operational requirements 
and the identified learning and development needs for the fiscal year.  The application 
will be returned to the employee. 

 
3. If the application is supported by the manager/director, the employee will scan and e-

mail the entire package to the Training Officer for final funding approval.  The review 
time for PDI funding averages two weeks.  Ensure that the packages are submitted to 
the Training Officers six (6) weeks prior to the expected travel or activity date.    Faxing 
should only occur when scanning is not available in the facility. 

 
4. The Training Officer will advise the employee and their manager of the status of the 

application for funding via e-mail.  A link to the Travel Authorization & Expense Claim For 
Non GNWT/NWTHC Employees will be forwarded to PDI approved health authority 
employees for completion and return to the Training Officer to authorize GNWT Duty 
Travel under PDI activity.  DHSS employees will be instructed to generate a Travel 
Authorization in SAM.   

 
5. For applications requesting international travel, complete the PDI Application for 

International Travel. If the funding is tentatively approved by the Learning and 
Development Officer, the application will be forwarded to the Authority Chief Executive 
Officer (CEO) for support.  The Authority CEO will send the supported application to the 
Minister of Health for final approval.  For DHSS Department staff, the Training Officers 
will submit directly to the Minister’s office.  This process may take six to eight weeks. 

 
6. After receiving written funding approval from the Training Officer, the employee may 

request Professional Development paid salary to replace scheduled work in PeopleSoft.  
The manager may approve PD (PD1 in PeopleSoft) or travel hours in attendance records.    
Relief workers do not qualify for PD1.  PD1 salary is paid by the employing department, 
as salary is not a PDI expense. 

 
7. Employees may access the following funding options: 

a. Expenses such as airfare, commercial accommodations and tuition may be pre-
paid upon request by credit card on behalf of the approved employee.  Checkout 
statements and receipts must be submitted. 

b. Employees may request an advance of funds using the Travel Authorization & 
Expense Claim for Non GNWT/NWTHC Employees or generate a Request for 
Advance in SAM where financial hardship may be incurred.  An estimate of costs 
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must be provided.  Up to the maximum amount of approved PDI will be 
advanced for airfare, commercial accommodations and tuition.  Per diems, 
childcare and miscellaneous travel receipts will be reimbursed after return. 

 
8. Employees have ten (10) working days to submit their completed travel claims with 

supporting receipts by scan to the Training Officer for expense review.  Originals must 
be submitted by mail to DHSS Finance. 
 

9. All travel Authorizations and Expenses including SAM entered must be approved by the 
Training Officer.  DHSS Finance will issue payment via direct deposit or by cheque.  Allow 
four (4) weeks for processing. 

 
10. The Training Officers will maintain detailed records of PDI usage by employee and 

position number for each Health Authority and Department staff.  
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The Professional Development Initiative (PDI) is a Department of Health and Social 
Services (DHSS) program administered by Human Resources.  The program provides 
eligible DHSS Department and Authority frontline professionals, clinical staff and 
managers with funding to develop health and social services skills. Funding provides 
general training or development activities relevant to the employees’ roles, or to 
maintain licence requirements. The monies do not replace existing funds used for 
statutory and/or mandatory training.  
 
PDI is considered duty travel and requires pre-authorization. Funding must be pre-
approved and may be denied by the Training Officer.   

 
Summary of Immediate Changes: 
 
1. No group fund or donations. Employees may equally pool their funds to fund an 

activity in which they will participate.  This is the equivalent to tuition. 
2. Employees may submit an application for PDI Deferral to be reviewed by a DHSS 

committee. 
3. Electronics and tools are ineligible expenses.  Texts and clinical software will 

continue to qualify. 
4. The deadline for submissions is unchanged for 2010/2011. 
5. Salary and Community Health Nurse Backfill funding has been deleted as an eligible 

expense. A maximum of 37.5 hours of paid Professional Development Days (paid by 
the employing department) plus travel up to a maximum of four (4) days subject to 
the approval of the HSSA may be paid by the employing department to replace 
scheduled work hours used to attend training.  Code as PD1 in PeopleSoft.   

6. Associated fees for volunteer activities, airfare change fees, insurance, extra hotel 
nights and costs of a personal nature are ineligible expenses.  

 
Summary of Changes Effective April 01, 2011: 
 
1. The Health Authorities will no longer be responsible for advancing funds to 

employees for PDI costs and seek reimbursement from the DHSS.  All funding will 
be processed directly from DHSS. 

2. All PDI funding approval and funding will be authorized and processed by the two 
territorial Learning and Development Officers virtually 

3. Manager approved Learning Plans must be attached and support the applications. 
4. Employees will submit their application packages electronically.  Documents will be 

scanned and e-mailed to the officers.  All original receipts and checkout statements 
including boarding passes must be mailed to DHSS Finance. 

5. DHSS Finance will issue all payments either by direct deposit or by mailed cheque.   
6. Approved employees may make their own arrangements and seek reimbursement 

or they may request pre-payment of travel, hotel and tuition.  Funding for per diem, 
taxis and child care will not be advanced. 
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7. Employee deferrals will only be considered where the employee has not utilized PDI 
to travel during the current fiscal year and meets the deferral rationale. Criteria will 
include: 

a. They have been unable to participate in learning activities due to operational 
requirements.  

b. They require additional funding in order to cover the expenses of a learning 
activity that is identified as learning or development need in the learning plan. 

8. No travel will be approved for training that will be offered locally within the current 
fiscal year. 

9. Employees transferring between authorities must wait the applicable waiting period 
to become eligible for funding. 

10. The Business Incentive Policy (BIP) applies to all travel and accommodation costs in 
the NT. 

11. February 01 is the year-end submission deadline for applications. 
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The Professional Development Initiative (PDI) is a Department of Health and Social 
Services (DHSS) program administered by Human Resources.  It is an investment in 
DHSS Department and Authority frontline, clinical and management staff.   

 
Summary 
Applicants must have written approval from the Training Officer prior to purchasing 
tuition, resources, flights or accommodations.  Without an approved travel authorization 
the employee will not be covered by insurance nor reimbursed for incurred costs.   
 
The Health Authorities will no longer be responsible for advancing funds to employees 
for PDI costs and seeking reimbursement from the DHSS.  All funding will be processed 
directly to the employees from DHSS.  
 
All PDI funding approval and funds (advances, pre-payments, and reimbursements) will 
be authorized and processed by the two territorial Training Officers. 
 
A Learning Plan must be developed for each PDI eligible employee outlining the 
identified learning and development needs of the employee in the position they hold.  
Managers may take in account the long term goals of a succession plan.  
 
Employees will submit their application packages electronically to the Training Officers.  
Faxes will not be accepted.  All documents must be scanned and e-mailed.  All original 
receipts and checkout statements including boarding passes must be mailed to DHSS 
Finance with a copy of the Expense Claim approved by the Training Officer.  
 
DHSS Finance will issue all payments either by direct deposit or by mailed cheque.    

 
Employees may book their own travel and associated expenses and seek 
reimbursement or they may request assistance in the form of pre-payment by the 
Training Officers for travel agent booked travel, hotel and tuition payment.  Funding for 
per diem, taxis and child care will not be advanced.  
 
The Business Incentive Policy (BIP) applies to all travel and accommodation costs in 
the NT. 
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ROLES AND RESPONSIBILITES OVERVIEW 
 
1. Department of Health and Social Services (DHSS) 

The owner of the Professional Development Initiative (PDI) program. 
 
Tasks:  
 Approve and monitor budgets 
 Approve eligible position lists 
 Approve program guidelines 
 Pay invoices 
 Generate System for Accountability and Management (SAM) notification 
 Post PDI guidelines on the DHSS website 
 Communicate program information to Health and Social Services authorities, 

employees and Training Officers 
 Report 

 
 
2. Training Officers  

 
The two training officers separate Authorities to deliver as follows: 
 
Training Officer #1 is responsible for PDI for the following: 

– Beaufort-Delta Health and Social Services Authority 
– Deh Cho Health and Social Services Authority 
– Hay River Health and Social Services Authority 
– Sahtu Health and Social Services Authority 
– Tlicho Community Services Agency 

 
Training Officer #2 is responsible for PDI for the following: 

– Department of Health and Social Services  
– Fort Smith Health and Social Services Authority 
– Stanton Territorial Health Authority  
– Yellowknife Health and Social Services Authority 

 
Tasks:  
 Review and process individual PDI applications and claims 
 Approve funding  
 Communicate program updates to authorities 
 Calculate relief worker position funding  
 Collate responses on PDI evaluation forms quarterly  
 Receive deferral requests from authorities: 
– Review and submit to deferral committee at DHSS 
– Communicate results of deferral requests to manager and applicant 
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 Receive position eligibility request forms from chief executive officers (CEO): 
– Review and submit to DHSS  
– Communicate results of eligibility requests to CEO 

 Generate list of eligible positions  
 Meet reporting requirements, for example: 
– Accruals 
– Mid-term  
– Year-end  
– Usage 
– Evaluations 

 Report year-end accruals 
 Create and maintain brochures for applicants 
 Recommend guideline revisions 

 
 
3. Health and Social Services Authority Management  

 
Tasks:  
 Approve employee learning plans as part of performance management 

process 
 Approve employee leaves 
 Review employee applications for support 
 Recommend positions for PDI eligibility 
 Recommend deferral requests 
 Recommend guideline revisions 
 
 

4. Applicant 
 
Tasks:  
 Complete PDI applications 
 Ensure activity topics are identified in learning plans 
 Ensure activities or resources are eligible for funding 
 Request leaves from manager 
 Obtain required signatures from: 
– Managers 
– Training Officer 

 Complete travel authorizations 
 Obtain approvals for travel  
 Coordinate travel and activities 
 Complete travel expense claims/requests for reimbursement, attaching 

supporting documents  
 Complete program evaluation forms 
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Employees in the following professions may be eligible for the PDI program. Incumbents in 
these positions require specific health or social services education, certification or licensing in 
order to provide or directly support day-to-day assessment of or care to residents of the 
Northwest Territories. 
 

 Activity Care Coordinator 
 Addictions (A & D) Counselor/Worker 
 Aide* 
 Attendant (Ambulance/Personal Care) 
 Audiologist 
 Biomedical Technologist 
 Caretaker 
 Certified Health Records Technician 
 Certified Nursing Assistant/Licensed 

Practical Nurse (LPN) 
 Client Records Technician 
 Clerk Interpreter 
 Clinic Medical Assistant 
 Clinical Therapist/Supervisor 
 Community Health Representative 
 Computerized Tomography 

Technologist 
 Dental Therapist 
 Diagnostic Imaging Technologist 
 Dietician 
 Emergency Medical Response 

Technologist 
 Environmental Health Officer 
 Family Counselor 
 Health Planner  
 Home Support Worker 

 Interpreter 
 Laboratory Technologist/Assistant 
 Lay Dispenser 
 Mammography Technologist 
 Mental Health Therapist 
 Midwife 
 Nutritionist 
 Occupational Therapist 
 Ophthalmic Technologist 
 Pharmacist 
 Pharmacy Assistant/Technician 
 Physiotherapist 
 Psychologist 
 Radiology Technician 
 Recreation Therapist/Assistant 
 Registered Nurse/Nurse 

Practitioner/Nurse Mentor 
 Rehabilitation Therapist 
 Respiratory Therapist  
 Social Worker 
 Sonographer 
 Speech/Language 

Pathologist/Assistant 
 Telehealth Clinical Coordinator 

 
*Aide includes clinical aide, long-term aide, nurse’s aide, operating room aide, personal care 
aide, rehabilitation aide and resident care aide. 
 
Note: Titles may vary from department to department. To be eligible for PDI funding, work 

performed must be consistent with the type of work normally provided in one or more of 
the listed professions. Funding is not provided based on position title only.  
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Community PDI $/Eligible Position  Community PDI $/Eligible Position 

Aklavik 3,700  Jean Marie River 3,740 

Behchoko 3,100  Kakisa 3,000 

Colville Lake 3,900  Lutselk'e 3,300 

Deline 3,800  Nahanni Butte 3,990 

Dettah 3,000  Norman Wells 3,425 

Fort Good Hope 3,750  Paulatuk 4,400 

Fort Liard 3,000  Sachs Harbour 4,610 

Fort McPherson 4,000  Trout Lake 3,980 

Fort Providence 3,000  Tsiigehtchic 3,680 

Fort Resolution 3,000  Tuktoyaktuk 3,830 

Fort Simpson 3,600  Tulita 3,710 

Fort Smith 2,000  Ulukhaktok 4,880 

Gamètì 3,330  Wekweeti 3,300 

Hay River 2,000  Whati 3,300 

Hay River Reserve 2,000  Wrigley 4,032 

Inuvik 3,550  Yellowknife 2,000 
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Advance (travel advance) funds given prior to duty travel to cover expenses  
Casual employment employment for a period of four months or less to do work of a temporary nature 
Continuous service   uninterrupted employment with GNWT; breaks between periods of job share 

service do not interrupt continuous service 
Deferral   carry-over, into the next fiscal year, of unused training funds  
Duty travel travel on authorized government business 
Fiscal year   period of time from April 1 in one year to March 31 in following year 
Full-time equivalency 
(FTE) 

number of total hours worked divided by the maximum number of regular 
scheduled hours in a full-time work year  

Incidental   reimbursable minor purchases incurred while on duty travel, e.g., gratuities, 
local phone calls 

Indeterminate 
employment 

employment on a continuing basis, with no specified end date  
 

International travel   travel to foreign country 
Job-share employment   where two employees share the work hours of one full time position: 

 Job-share extended/seasonal has a rotation of three to six months 
 Job-share part-time has a rotation of up to two weeks on and two weeks off 

Learning plan process of identifying employee’s learning needs through performance 
management process 

Locum a person who temporarily fulfills the duties of another while on casual 
employment 

Mandatory Compulsory or required by law  
National Occupational 
Code (NOC) 

designates position in occupational grouping; typically recorded in PeopleSoft 
 

ORMED a financial management system 
Outstanding claim   expense claim that has not been accounted for or closed 
Part-time employment employment on continuing basis for hours less than the standard work day, 

week or month 
PeopleSoft Human resource data management system used within the GNWT 
Per diem  amount allowed for cost of meals and incidental expenses (e.g. tips) when 

travelling 
Pro-rate   proportional settlement or distribution 
Recovery regain amount of money spent or owed 
REG-like hours   real-time hours worked; do not include overtime, call back or shift deferential 
Relief employment   indeterminate position for which there are no established hours; the worker 

reports to work on an as-needed basis 
Resignation statement given, by letter normally, of intention to voluntarily leave job 
SAM Financial data management system used within GNWT; aka System for 

Acccountability and Management  
Senior management a team of individuals, director level and above with managerial responsibilities 
Statutory required or permitted by law 
Term employment for fixed period and which at end of the period, the employee 

ceases to be employed 
Time report   PeopleSoft generated report of hours worked 
Transfer employee’s appointment to new position that is evaluated within same pay 

range as employee’s former position 
Travel Authorization and 
Expense Claim  

GNWT issued form providing Travel Authorization, Accountable Advance and 
Expense Claim (Form Travel Authorization & Expense Claim For Non GNWT/NWTHC 

Employees).  On SAM, the Employee Travel Authorization (GNTEX-R121), 
Employee Expense Report (GNTEX-R120) and Employee Cash Advance 
(GNTEX-5500) 
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Territorial Training Officer (TO) #1 will be 
responsible for PDI for the following 
authorities: 
 
 Beaufort-Delta Health and Social Services 

Authority  
 Deh Cho Health and Social Services 

Authority 
 Hay River Health and Social Services 

Authority 
 Sahtu Health and Social Services Authority 
 Tlicho Community Services Agency 

 
Angela McInnes 
Telephone: 867-777-8113  
Email:  angela_mcinnes@gov.nt.ca  

 

Territorial Training Officer (TO) #2 will be 
responsible for PDI for the following 
authorities: 
 
 Department of Health and Social Services 
 Fort Smith Health and Social Services 

Authority 
 Stanton Territorial Health Authority 
 Yellowknife Health and Social Services 

Authority 
 
 
 

Wendy Wood 
Telephone: 867-777-8172  
Email: wendy_wood@gov.nt.ca 

 
 

 

mailto:angela_mcinnes@gov.nt.ca
mailto:wendy_wood@gov.nt.ca
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Part A.  Applicant  
Ensure that the packages are submitted to the Training Officers six (6) weeks prior to the expected travel/activity.     
 

Authority: ____________________        Authority Start Date: (DD / MM /YY)        Employee ID #_______________________ 

Position Title: _____________________________________________________           Community: ________________________ 

Applicant Name: ___________________________________________________          Contact #s: _________________________ 

Email: ___________________________________________________________________________________________________ 

 Full-time        Part-time %: _____        Relief Worker  Job Share    Term 
Activity Title/Resources: _____________________________________________________________________________________ 

_________________________________________________________________________________________________________ 

Date: ____________________________ Location: ______________________         information attached 
 

Estimates or actual expenses: 
 

Tuition/registration/exam fees  $ 
Travel, including ground transportation $ 
Accommodation $ 
Per diem (for rates, go to http://www.hr.gov.nt.ca/library/dutytravel.htm) $ 
Other duty travel costs, if applicable $ 
Resources  $ 
  
Total assistance requested $ 

 
 Reimbursement        

Prepayment:        Travel        Accommodations        Tuition        Resources     
 

 Completed Request for International Travel form attached 
 
Statement of Verification  

 I understand and do meet eligibility requirements; the learning activity or resource applied for is included in my most 
recent learning plan and is noted on the list of eligible activities and resources; and all information provided in support of 
my application is complete and accurate. 

 I agree to complete and submit an evaluation form and all required receipts no less than 10 days after completion of the 
proposed activity or purchase of resources. 

 
 
                                                               
Employee Signature     Date 
 
 
Part B. Manager 
 

 Application discussed with applicant and identified on learning plan  
 Application supported 

 
Application denied:        Operational requirements        Performance review        Not identified on learning plan 
 

 
_______      ________________________      _____________________________      __________________ 
Sup Init.       Manager Signature                        Printed Name            Date 
 

Part C. Training Officer 
 
Available PDI Credit: _____________        Approved        Denied        Information Required 
 
Reason for denial: ________________________________________________________________________________________ 
 

 
_____________________________        ______________   
Date Received                   Position #  
 
___________________________________________        _____________________________        ___________________   
Training Officer Signature              Date Advised               Travel Authorization # 
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proficiency required to perform the full duties of a position.   
2Developmental:    Any learning activity to improve abilities, capabilities, competencies and attitudes in order to meet corporate needs. 
 
 
                                                                                                                                                                                                                                                                                               
Employee Signature                                                        Manager Signature              Manager Signature    
 
Date:                                                                                  Date:                                                                Date:                                   
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Name:  

 
Department /Health Authority:  

 
Position Title:  

 
Division/Unit:  

 
Employee Identification Number:   

 
 

 
Fiscal Year: 
  

 
Employee Status: 
Indeterminate:    Full-time   Part-time %: _____    Term    Relief Worker    

 
  Learning Priorities 
 
 
On which skills will 
my learning efforts be 
focussed this year? 

 
Type 

 
Proposed Learning Strategy 

 
Approx. Costs (if applicable) 

 O
p1  

 D
ev

2  
 
KEY LEARNING 
ACTIVITIES  
To support learning 
priorities 

 
LEARNING APPROACH 
1.  How will I learn?   
Ex: course title, conference, coaching, 
assignment, reading, video, job 
rotation, etc. 

 
 # of 
days 

 
Tuition 

 
Travel 

  

 
Total  

Costs $ 

 
 
 
<brief description of 
priority, i.e. Increase 
clinical skills, Increase 
practice knowledge, 
etc.> 
 
 

 
 

 
  

 
<expand on learning priority, 
what needs to happen in 
order to meet priority and 
why it’s applicable to job> 

 
 
 
<how will you meet your priority, attend 
courses/ workshops/conferences, obtain 
reading material/textbooks/articles> 
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As the need arises, plans can be amended. 
1Operational: Classroom and/or on-the-job training that enables trainees to acquire the knowledge & skills necessary to reach the level of   

proficiency required to perform the full duties of a position.   
2Developmental:    Any learning activity to improve abilities, capabilities, competencies and attitudes in order to meet corporate needs. 
 
 
                                                                                                                                                                                                                                                                                               
Employee Signature                                                        Manager Signature              Manager Signature    
 
Date:                                                                                  Date:                                                                Date:                                   
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Name:  

 
Department /Health Authority:  

 
Position Title:  

 
Division/Unit:  

 
Employee Identification Number:   

 
 

 
Fiscal Year: 
  

 
Employee Status: 
Indeterminate:    Full-time   Part-time %: _____    Term    Relief Worker    

 
  Learning Priorities 
 
 
On which skills will 
my learning efforts be 
focussed this year? 

 
Type 

 
Proposed Learning Strategy 

 
Approx. Costs (if applicable) 

 O
p1  

 D
ev

2  
 
KEY LEARNING 
ACTIVITIES  
To support learning 
priorities 

 
LEARNING APPROACH 
1.  How will I learn?   
Ex: course title, conference, coaching, 
assignment, reading, video, job 
rotation, etc. 

 
 # of 
days 

 
Tuition 

 
Travel 

  

 
Total  

Costs $ 
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How did you learn about the Professional Development Initiative (PDI) program? 

 

 

 

Responses for questions 1 and 2 should be applied on a rating scale of 1 to 5.    1 = poor   3 = average   5 = excellent 

1. Describe your experience in accessing the PDI program.    
 

a) Application process:                                                           Rating: 1       2       3       4       5 
                  Comments: 

 

 

 

 b) Financial/reimbursement process:                Rating:  1       2       3       4       5 
              Comments:      
 

 

2. Describe how you feel the PDI program supported your learning and professional development needs. 

Comments:       Rating: 1       2       3       4       5 
 

 

 

Please provide a written response for questions 4 and 5 

4. Does PDI funding affect your decision to remain employed with the GNWT?  
        

 

 

 

 5.  Suggestions for improvement/comments to the PDI Program: 

 
 

Length of service:  □ 6–12 months   □ 1–2 years   □ 3–5 years   □ 6–10 years   □ 10+ years   

□ Employer 
□ GNWT website  

□ Orientation 
 

 □ Program promotion  
□ Word-of-mouth 

□ Other 
 

 

Complete this evaluation form and return it to the Training Officer within ten working days of your 
return or purchase of resource, and with your completed travel expense claim form, if applicable. 
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Purpose of Travel: 

 
Education - Professional Development Initiative (PDI) 

 
 
Employee Statement: 

 

I, the applicant, understand that I may claim up to the maximum PDI 
funding available to my position.  Expenses exceeding this amount will 
not be reimbursed through additional PDI funds. 
 

 
Applicant Requesting 
Travel: 

 
 

Printed:  __________________________________________________ 
 
 
Signature: ____________________________   Date: ______________ 
 

 

Destination: 
 

 

 
Activity/Travel Dates: 
 

 
Activity Dates:   ___________________________________                
 
    
Travel Dates:    ___________________________________ 
 

 
Activity Description: 

 
 
 
 

 
Estimated Expenditures: 

 
Travel Costs:                                                 Tuition: 
 

 

Maximum PDI Funding 
Available: 
 

 
$ 

 
I certify that the following criteria have been met:  
 Activity is identified in the employee’s learning plan. 
 The opportunity or similar is not offered within Canada. 
 Reasonable effort has been made to locate the opportunity or similar in Canada. 
 Rationale has been provided stating why the course is unique, why it is not available in Canada 

and how it meets the applicant’s identified learning needs. 
 
Recommended: ________________________________________________________ 
  Training Officer     Date  
 
Recommended: ________________________________________________________ 
  Chief Executive Officer    Date 
 
Approved: ________________________________________________________ 
  Deputy Minister Health and Social Services Date 
 
Approved: ________________________________________________________ 
  Minister Health and Social Services  Date 




