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Directive - Learning and Development 

This directive supports the Core Policy of "developing and maintaining a 
versatile workforce that can adapt to meet changing needs". It covers 
funding for learning and development activities for all regular employees, 
includling both bargaining unit and excluded employees. 

The B.C. Public Service Agency is responsible for developing and 
maintaining a government-wide strategy for learning and development that 
ensures that available funding is strategically invested in the areas of 
greatest need. 

Organizations within the B.C. Public Service are responsible for: 
Developing organization-specific training programs 
Ensuring that organization-specific training programs do not duplicate 
training programs available through the Agency 
Ensuring that workforce plans identify key training needs 

Job-related Training 

All training that is required for employees to be able to undertake their 
current job assignments or to enhance their job performance is considered to 
be job -related training. Auxiliary employees, co-op students, and other 
employees who do not have regular status are eligible for job - related 
training. Job-related training is provided by the organization at no cost to 
employees and at the request of the employer. 

Job-related training is normally conducted during regular working hours and 
is treated as regular worked hours. If training needs to take place outside of 
normal working hours or overtime is required, employees are compensated 
based on the terms and conditions of their contract of employment. All 
training costs and expenses are either paid by the organization or 
reimbursed to employees. 

Employees need to be given time off to attend job-related training; however, 
organizations may delay the training for a reasonable period of time to meet 
operational requirements. 

Mandatory Training 

All training that is required by legislation, policy, or collective agreements is 
considered to be mandatory training. An example of mandatory training is 
Joint Occupational Health and Safety Committee training. The same 
provisions for compensating employees for job-related training are applied to 
mandatory training. 

Program Area Contact: Lorna McNally 
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Deve·lopmental Training 

Supervisors will ensure that employees are provided with learning and 
development opportunities based on an assessment of their performance, 
potential, and role in the B.C. Public Service. This assessment is undertaken 
as part of the performance management process (see Directive- Employee 
Performance Management). Learning and development assessments are 
condUJcted with the active participation of the employee. 

If an employee's job performance is not satisfactory, the supervisor and 
employee will determine the best way for the employee to gain the required 
competencies, knowledge, skills, or abilities. 

If an employee's performance in the current job is satisfactory or better, the 
supervisor needs to assess the employee's potential for both career growth 
within the BC Public Service and related training needs. This training is 
voluntary and is intended to prepare the employee for more highly skilled 
positions, promotion opportunities, lateral positions, or staying in their current 
role. This training must be aligned with the program objectives of the 
organization or government of B.C. 

For learning or development opportunities leading to a certificate, diploma, or 
degree, employees apply to the Pacific Leaders Scholarship for Public 
Services Program for funding assistance (see below). 

Probationary and auxiliary employees, co-op students, and other employees 
who do not have regular status are not eligible for developmental training 
funds. 

Employee/Supervisor Obligations 

When learning and development activities have been identified as part of the 
performance management process to enhance employees' skills and 
abilities in their current job or to prepare them for future career opportunities, 
employees are required to participate in the learning activity. 

When employees register for courses or workshops, they must: 
Attend the course/workshop, or if unable to attend, they must inform their 
supervisor to make alternate arrangements, such as cancel the 
registration within the cancellation period or find a substitute to attend. 
Participate actively to maximize the benefits of learning opportunity. 
Satisfactorily complete all requirements to successfully complete the 
learning event. 
Apply the new skills and abilities to improve performance on the job. 

Program Area Contact: Lorna McNally 
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Share the skills and abilities with others within the organization to 
enhance the performance of the organization as a whole. 

Supervisors will ensure that employees who have successfully completed 
trainirng or development activities will have an opportunity to use those skills 
and a!bilities in their current job by assigning relevant opportunities so they 
can practise what they have learned. 

Pacific Leaders Scholarship for Public Servants Program 

The Pacific Leaders Scholarship for Public Servants Program provides 
funding for learning or development opportunities offered by a post
secondary educational institution that lead to a certificate, diploma. or 
degree. The program is designed to ensure that all regular employees have 
equal access to funding for post-secondary training and education. 
Auxiliaries, co-op students and employees who are new to the Public 
Service and have not completed their probationary period are not eligible. 

Pacific Leaders Adjudication Panel Role 

On the advice of the Pacific Leaders Adjudication Panel the Deputy 
Ministers' Council on the Public Service decides: 

which applications will be approved 
level of funding 
criteria for any exemptions 

Eligibility and Funding 

The Adjudication Panel provides a scholarship of 75% of tuition and books to 
regular full-time or part-time employees who: 

Have a clearly defined career path established in their Employee 
Performance and Development Plan (see Directive - Employee 
Performance Management) that is aligned with the direction of the BC 
Public Service 
Have been accepted into an academic program that is consistent with 
their career path 
Have a satisfactory performance review from a supervisor 
Provide one or more letters of support, including one from a current 
supervisor 
Provide a maximum 500 word letter indicating how the program wil l 
support their career in the Public Service 

Program Area Contact: Lorna McNally 
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For each 12-month period in which the scholarship is provided, one year 
retum-of-service is expected from the recipient beginning on the course end 
date. 

Requirements of Applicants 

Employees submit their application to a supervisor for approval. 

If the application requirements are met, the supervisor forwards the 
application package to their ministry contact, who will in turn forward the 
completed application to the Agency. 

Employees must keep their supervisor updated on their educational progress 
during their mid-year and end-of-year performance reviews. 

At the completion of the educational program, employees must provide proof 
to their ministry that they have completed or passed the course(s). If 
employees are unable, without good reason, to complete or pass an 
educational program funded through a Pacific Leaders Scholarship, they are 
expected to return the scholarship to the government of B.C. 

Agency Role 

The Agency receives applications at regular intake periods, liaises between 
the adjudication panel and the ministries, issues policy directives and 
provides general information on the program. 

Ministry Role 

The Ministries are required to: 

send a follow-up letter to approved recipients with information about the level of 
approved funding and instructions on how to receive their reimbursement 

• ministries will process payment based on the approved funding level provided by the 
BC Public Service Agency and according to government financial policy and 
procedures, preferably prior to the beginning of the study period. 
ensure the recipients submit copies of completion and I or pass marks to the ministry 
contact person. 

• report on recipient disbursements by October 31 , January 31 and April 30 annually. 

The Ministries may: 

request the repayment of the full amount of all scholarship amounts, pay, benefits 
and other expenses, or part thereof in the following instances: 

a. failure to maintain a satisfactory standing in their course of studies; 

Program Area Contact: Lorna McNally 
M:\Administration\Pians and Programs- General (400)\Policy and Procedures (400-
00)\Directive_Learning_Sept 19.doc 

Page 4 
PSA-2013-00257



   Unfiled Notes Page 6    

... B Public ervtce 
Agency 

_BRmSII 
COU;\IIll\ 

llo .. -

b. failure to resume employment with the public service on completion of the course 
of study; or 

c. termination of employment with the public service before completing the return of 
employment agreement. 

• provide recipients with an accountable advance, based on hardship. Where this is 
the case, please consult Core Policy 4.3.9 Advances- Other Accountable Advances 
for accountable advance procedures. 

Ministries will not be permitted to top up applications beyond the approved level of 
funding . This decision is based on the principles that more people should benefit from this 
program and that there should be consistency across the B.C. Public Service. 

Program Area Contact: Lorna McNally 
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Steps for Processing Applications 

1) 

2) 

orkforce dnunistration then Job 
Date. 
• nter an employee's I IR then verify that they are a regular employee and 
have passed their si." month probation period by viewing dates of employment; 
including aux.iliat)' time worked. 
• or a list of min.isrries/organ.izations that are both eligible and ineligible 
under the Public ervice Act, see "Eligible Ministrie , etc. nder P A" file. If 
w1sure if a11 applicant is part f the Public nice ct, contact Allan 0' ill in 
Performance Measurement & Corporat Recmiting at 356-2161. 

3) Review Documentation: 
• All documentation mu t be included and up-to-date. If any document are 
missing, email the applicant requesting d1e mi sing piece to demon trate trail of 
correspondence. Inform rhe applicant d1at me application is not con iderecl 
complete and will not be included in the intake until all documents are received. 
Pr vide applicant wit11 timelin of when mis ing docwnentation is expected to 
be received. 
• Per onalletter 
• Letter of upport 
• R nun of ervic - mu t be igned with accurMe dat 
• Current PDP- must be signed and dated by applicant and supenri or 
• Transcript of grad , if renewal application- may be a un fficial web ver ion 

April 1, 2009 
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It is recommended that you review a previous intake's spreadsheet and replicate its format. 

The following is a guide to entering data in the various columns: 

Renewal: Is it a renewa l? (Yes/No) 
Group: Approved/Denied, to be filled in after the results of the adjudication 
First Name/last Name: Self-explanatory 
Address: Take great care to use a consistent format when entering addresses due to the 
sensitivity of the mailout of the congratulatory letters from the Premier's Office. If 
provided with both a street address and PO Box information, always use the PO Box 
City/Province/Postal Code: Self-explanatory 
Corporation: The name of the applicant' s ministry or organization 
Branch/Supervisor: Self-explanatory 
Course: The applicant's program. Take care to be consistent with program names 
Institution: The applicant's institution, to be checked at a later step 
Backdated Request: Has the applicant requested a backdate? 
Regular Employee: Does the appl icant have regular status? To be checked at a later step 
in the process 
Designated University: Is it a designated educational institution? To be checked at a 
later step in the process 
Estimated Tuition 100%/Estimated Books 100%: The amounts that the applicant has 
entered for tuition and books 
Estimated TotallOO%: The sum of tuit ion and books. If the estimated total exceeds the 
funding maximum for the applicant's specific educational program, the funding 
maximum is entered instead 
Funding Maximum: Based on the applicant's educationa l program. It is $5000 for 
diplomas, bachelor degrees, and certificates (including Masters Certificates) and $7500 
for Masters and Doctoral degrees (including CMA) 
Notes: If there is anything unusual about the application, this gets noted here. This 
includes if there is anything missing, any data that needs to be clarified, or anything in 
need of resolution 
Employee number/Email Address: Self-explanatory 
Requested Missing Info: This is the date upon which the PLS Administrator requests any 
missing information or documentation from an applicant 
Received Missing Info: The date upon wh ich any missing information or documentation 
was rece ived/resolved 

3) Check Applications for Completion and Data Integrity 

1. Check the application for completion during data entry. 
2. Every application must include: 

a. Both pages of the application itself 
b. A short letter from the appl icant 
c. A letter of support from their supervisor 
d. Their most recent EPDP or equivalent performance evaluation documentation 

Prepared by Joe Cherwaty, The learning Centre, BC Public Service Agency January 2011 Page 2 of 10 
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If the application is a renewal: 
1. The applicant must also submit a record of their grades. 

This may come in the form of transcripts, though screenshots of an online record are also 
acceptable. 

If anything is missing: 
2. Record it in the Notes column. 

3. Check the application for data integrity 

Applicants often make simple mistakes while filling out the application form . If anything is in 
need of clarification, record it in the Notes column. 

4. Ensure that both pages of the application are signed by both the applicant and their 
supervisor. 

If the application is missing a signature, record it in the Notes column. 

5. If any of the above are in need of resolution, contact the appl icant by email and request the 
missing documentation/information. 

Record the date of the request in the Requested Missing Info column. 

6. When all of the problems with the application are resolved, reflect it in the Notes column. 

Put the date of resolution in the Received Missing Info column. 

3. If the appl icant is not able to produce the required information or documentation by the 
absolute cut-off date, the administrator will: 

a. mark them in the Group column as Denied 
b. change the text color in the row to red 
c. move the row to the "Not Approved" worksheet 

4. Once all of the applications have been resolved, continue on to the next step. 

4) Verify Applicants are still with Government 

1. Check to make sure that all of the applicants are still with government. 

Contact the BCPSA Executive Office (currently Yvonne Slater) to see who can do the check. Once 
the person is identified, forward to them the list of applicant names including organization and 
employee number information, and they will run the check. 

5) Verify Regular Employee Status 

1. Check to make sure that all of the applicants are regula r employees. 

Prepared by Joe Cherwaty, The Learning Centre, BC Public Se rvice Agency January 2011 Page 3 of 10 
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Submit a request to Corporate Reporting, part of the Business Performance division, (currently 
Allan O'Neil) and send them the list of applicant names including organization and employee 
number information, and they will run the check. 

6) Verify that Applicants do not already have an active Pacific Leaders Scholarship 

1. To make this check, you must: 
a. Compare the current intake's applicant list to the previous two to see if there are 

any instances of overlap. 
b. If any are located, check the specific intake's spreadsheets to see if the applicant(s) 

in question had been backdated. 

If any overlapping scholarships are found, then the applicant is considered ineligible. 

7) Confirm that all Institutions are Designated Educational Providers 

1. Confirm that all applicants have chosen a designated educational institution by: 
a. Identify questionable institutions 
b. Use Student AID BC's designated schools search tool, found here: 

StudentAidBC website . 

Please note that that there are a few providers that are acceptable but don't appear via 
the tool, including Certified General Accountants Association of BC, Certified 
Management Accountants Association of BC, the Certified Financial Analyst Institute, 
and the Canadian Institute of Chartered Accountants. 

c. If an applicant's institution is identified as ineligible then: 
a. Info rm the applicant that their application has been denied 
b. Inform them that they can apply to have their institution designated via 

these forms 

8) Confirm that the Applicant's Certification is Aligned with Government's Needs 

1. For any unusual certifications/designations, the program administrator must determine 
whether or not it is considered to be useful for the needs of government. 

In some cases, it will be obvious that the designation is ineligible but sometimes an employee 
pursuing an unusual designation will be part of an organization's plan. If this is suspected, move 
on to the next step. 

2. Contact the applicant's ministry/organizational scholarship program representative to either 
confirm or disconfirm the suitability of the employee's chosen designation. 

9) Confirm Applicant's GPA for all Renewals 

1. For all renewal applications it must confirmed that the applicant is meeting the minimum 
grade point average or above, to do this the administrator must: 

Prepared by Joe Cherwaty, The Learning Centre, BC Public Service Agency January 2011 Page 4 of 10 
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a. Check the transcripts/record of grades for all renewing applicants to see if they 
meet the standard minimum GPA of 60%. 

b. If an applicant's grades fa ll below the minimum, you must consult with their 
ministry/organ izationa l scholarship program representative to confirm whether the 
organization will continue to support their employee or not, despite their grades. 

c. If they agree to support the applicant, then processing continues. 

10) Inform All Ineligible Applicants of their Disqualification 

1. Inform all applicants who were rendered ineligible that their application for a scholarship 
has been denied. 

Always make sure that this is reflected on the spreadsheet. 

11) Process the Backdating Requests 

1. For all instances where an applicant has requested to have their application backdated, 
contact their ministry/organizational scholarship program representative to confirm 
whether or not the backdating of their application is supported. 

If support is not granted for the backdate, inform the applicant of the decision, and verify 
whether they want to go forward with the application with the standard scholarship year. If not, 
withdraw them from the program and update the spreadsheet to reflect this. 

12) Create a Briefing Note for the Approval of Scholarship Applicants 

1. The most efficient way to start the Pacific Leaders briefing note is to use a previous version 
(found within the briefing note subfolder within the most recent intake folder in the 
M:\Human Resources\Scholarships location) as a template and then: 

a. Clear out all of the numbers, totals, dates and dollar values but leaving intact the 
individual intake summaries of previous intakes in the Background section as they 
will not have changed. 

b. Add a summary of the current intake to the Background section, displaying the date 
of the intake and the amount of suggested approvals and denials. 

There are four categories that the designations must be divided into: 
• Certificate/Diplomas 
• Bachelors 
• Masters 

• PhDs 
c. Calculate and summarize all of the required business intelligence, including: 

• The total number of each degree. 
• The number of new vs. renewal applications for each degree. 

• The total number of applications falling into each category, and the amount 
of new vs. renewals that make up each total. 

• The total dollar value for each of the four categories. The fol lowing funding 
maximums are always used: $5,000 for Certificates/Diplomas and Bachelors, 
and $7500 for Masters, PhDs and CMAs. 

Prepared by Joe Cherwaty, The Learning Centre, BC Public Service Agency January 2011 Page 5 of 10 Page 10 
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The most efficient woy to do this while retaining the required fields is to toke o 
previous spreadsheet, clear out all of the do to except the headings, ond save it with 
the filename "(Monthj[Year]lntake" in the folder that you've created. You can find 
previous spreadsheets within their specific intake folders found in the folder 
M:\Humon Resources\Scholorships. 
b. Creat e a second t ab in the spreadsheet with the same column headings to 

display the application data of applicants who are not approved. 
c. Enter t he data into the spreadsheet, one row per application. 

It is recommended thot you review a previous intake's spreadsheet and replicate its format. 

The following is a guide to entering dat a in the various columns: 

Renewal : Is it a renewal? (Yes/No) 
Group: Approved/Denied, to be filled in after t he results of the adjudication 
First Name/last Name: Self-explanatory 
Address: Take great care to use a consistent format when entering addresses due t o the 
sensitivity of the mailout o f the congratu latory letters from the Premier's Office. If 
provided with both a street address and PO Box information, always use the PO Box 
City/Province/Postal Code: Self-explanatory 
Corporat ion: The name of the applicant's ministry or organization 
Branch/Supervisor: Self-explanatory 
Course: The applicant's program. Take care to be consistent with program names 
Institution: The applicant's institution, to be checked at a later step 
Backdated Request: Has the applicant requested a backdate? 
Regular Employee: Does the applicant have regu lar status? To be checked at a later step 
in the process 
Designated University: Is it a designated educational institut ion? To be checked at a 
later step in the process 
Estimated Tuition 100%/Estimated Books 100%: The amounts that the applicant has 
entered for tu it ion and books 
Estimated Tota l 100%: The sum of tuition and books. If the estimated total exceeds the 

funding maximum for the applicant's specific educational program, the funding 
maximum is entered instead 
Funding Maximum: Based on the applicant's educational program. It is $5000 for 
diplomas, bachelor degrees, and certificates (including Masters Certificates) and $7500 
for Mast ers and Doctoral degrees (including CMA) 
Notes: If there is anything unusual about the applicat ion, this gets noted here. This 
includes if t here is anything missing, any data that needs to be clarified, or anything in 
need of resolution 
Employee number/Email Address: Self-explanatory 
Requested Missing Info: This is the date upon which the PlS Administrator requests any 
missing information or documentation from an applicant 
Received Missing Info: The date upon which any missing information or documentation 
was received/resolved 

3) Check Applications for Complet ion and Data Integrity 

Prepared by Joe Cherwaty, The learning Centre, BC Public Service Agency January 2011 Page 2 of 11 
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1. Check the application for completion during data entry. 
2. Every application must include: 

a. Both pages of the application itself 
b. A short letter from the applicant 
c. A letter of support from their supervisor 
d. Their most recent EPDP or equivalent performance evaluation documentation 

If the application is a renewal: 
1. The applicant must also submit a record of their grades. 

This may come in the form of transcripts, though screenshots of on online record ore also 
occeptoble. 

If anything is missing: 
2. Record it in the Notes column. 

3. Check the application for data integrity 

Applicants often make simple mistakes while filling out the application form. If anything is in 
need of clarification, record it in the Notes column. 

4. Ensure that both pages of the application are signed by both the applicant and their 
supervisor. 

If the application is missing o signature, record it in the Notes column. 

5. If any of the above are in need of resolution, contact the applicant by email and request the 
missing documentation/information. 

Record the dote of the request in the Requested Missing Info column. 

6. When all of the problems with the application are resolved, reflect it in the Notes column. 

Put the dote of resolution in the Received Missing Info column. 

3. If the applicant is not able to produce the required information or documentation by the 
absolute cut-off date, the administrator will: 

a. mark them in the Group column as Denied 
b. change the text color in the row to red 
c. move the row to the "Not Approved" worksheet 

4. Once all of the applications have been resolved, continue on to the next step. 

1. Clleek teA=~ aile s11re Ill at all eftlle 3JlJlliEaRI5 are still wit I:! ge"eFRRleRI. 
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5) Verify Resular Employee Status 

1. Check to make sure that all of the applicants are regular employees. 

Submit a request to Corporate Reporting, port of the Business Performance division, (Cutrently 
Alton O'Neil) and send them the list of applicant names including organization and employee 
number Informat ion, and they will run the check. 

6) Verify that Applicants do not already have an active Pacific l eaders Scholarship 

Exgmp!e; Mav 2011 Intake compare names to Oct 10 and Jan 11 and look for any dup!lratPt ----{ Formatted: No bullets or numbenng 

1. To make this. check, you must: 
a. Com pare the current intake's applicant list to the previous two IM .. mn lc .tl to see if 

there are any instances of overlap. 
b. If ~ny <~re loc<~ted, check the specific intake's spreadsheets to see if the applceint(s) 

in quest con had been backdated. 

If any overlopptng scholorshcps ore found, chen lhe applicant is considered me/lgcble. 

7) Confirm that all Institutions are Oesicnated Educational Providers lwh•l¢ r ntrrlncl 

1. Confirm thit all applicants have chosen a designated educatconil cnstctuuon by: 
a. ldentcfy quesuonable institutions 
b. Use Student AID BC's designated schools search tool, found here: 

StudentAcdBC website. 

Please note that that there ore o few providers that ore acceptable but don't appear vlo 
the cool, Including Certified General Accountants Association of BC, Certified 
Management Accountants Association of BC, the Certified Financial Analyst Institute, 
and the Canadian Institute of Chartered Accountants. 

c. If an applicant's Institution is identified as ineligible then: 
a. Inform the applicant that their applica tion has been denied 
b. Inform them that they can apply to have their Institution designated via 

t h es e f.!lli!l1 

8) Confi rm that the Applicant's Certification is Aligned w ith Government's Needs !while cnurln1 

l . For •ny unusu~l certifiCations/designations, the program administrator must determine 
whether or not it is considered t o be useful for the needs of government. 
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In some cases, it will be obvious that the designation is ineligible but sometimes on employee 
pursuing on unusual designation will be part of an organization's plan. If this is suspected, move 
on to the next step. 

2. Contact the applicant's ministry/organizational scholarship program representative to either 
confirm or disconfirm the suitability of the employee's chosen designation. 

9) Confirm Applicant's GPA for all Renewals I while entering) 

1. For all renewal applications it must confirmed that the applicant is meeting the minimum 
grade point average or above, to do this the administrator must: 

a. Check the transcripts/record of grades for all renewing applicants to see if they 
meet the standard minimum GPA of 60%. 

b. If an applicant's grades fall below the minimum, you must consult with their 
ministry/organizational scholarship program representat ive to confirm whether the 
organization will continue t o support their employee or not, despite their grades. 

c. If they agree to support the applicant, then processing continues. 

10) Inform All Ineligible Applicants of their Disqualification 

1. Inform all applicants who were rendered ineligible that their application for a scholarship 
has been denied. 

Always make sure that this is reflected on the spreadsheet. 

11) Process the Backdating Requests 

1. For all instances where an applicant has requested to have their application backdated, 
contact their ministry/organizational scholarship program representative to confirm 
whether or not the backdatmg of their application 1s supported. 

If support is not granted for the backdate, inform the applicant of the decision, ond verify 
whether they wont to go forward with the application with the standard scholarship yeor. if not, 
withdraw them from the program and update the spreadsheet to reflect this. 

12) Create a Briefing Note for the Approval of Scholarship Applicants 

1. The most efficient way t o start the Pacific Leaders briefing note is to use a previous version 
(found within the briefing note subfolder within the most recent intake folder in the 
M :\ Human Resources\Scholarships location) as a template and then: 

a. Clear out all of the numbers, totals, dates and dollar values but leaving intact the 
individual intake summaries of previous intakes in the Background section as they 

w ill not have changed. 
b. Add a summary of the current intake to the Background section, displaying the date 

of the intake and the amount of suggested approvals and denials. 
There ore four categories that the designations must be divided into: 

Certificate/Diplomas 
Bachelors 
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created. You can find previous spreadsheets within their specific intake folders 
f ound in the folder M:\Human Resaurces\Scholarships. 

b. Create a second tab in the spreadsheet with the same column headings to 
display the applicat ion data of applicant s who are not approved. 

c. Enter the data into the spreadsheet, one row per application. 

The following is a guide to entering data in the various columns: 

Renewal : Is it a renewal? (Yes/No) 
First Name/last Name: Self-explanatory 
Address: Use a consistent format when entering addresses due to the sensitivity of the 
mail out of the congratulatory letters from the Deputy Minister to the Premier. If 
provided with both a street address and PO Box information, always use the PO Box 
City/Province/Postal Code: Self-explanatory 
Corporation: The name of the applicant's ministry or organization. Ensure it's correct 
and current. 
Branch/Supervisor: Self-explanatory 
Course: The applicant's program. Be consistent with program names 
Designated Educational Institution: The applicant's institution, to be confirmed as 
eligible at a later step 
Backdated Request: Has the applicant requested a backdate? 
Regular Employee: Does the applicant have regular status? To be confirmed at a later 
step in the process 
Estimated Tuition 100%/Estimated Books 100%: The amounts that the applicant has 
entered for tu ition and books on application form 
Estimated Tota l 100%: The sum of tuition and books. If the estimated total exceeds the 
funding maximum for the applicant's specific educational program, the funding 
maximum is entered instead 
Funding Maximum: Based on the applicant's educational program. It is $5000 for 
diplomas, bachelor degrees, and certificates (including Masters Certificates) and $7500 
for Masters and Doctoral degrees (including CMA) 
Notes: if there is anything unusual about the application, this gets noted here. This 
includes if there is anything missing, ony do to that needs to be clarified, or anything in 
need of resolution 
Employee phone number/Email Address: ~elf-explanatory 
Requested Missing Info: This is the date upon which the PLS Administrator requests any 
missing information or documentation from an applicant 
Received Missing Info: The date upon which any missing information or documentation 
was received/resolved 

3) Check Applications for Completion and Data Integrity 

1. As above, check the application for completion during data entry. 
2. Every application must include: 

a. Both pages of the application itself 
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b. A short letter written from thep pplican sup orting their application (no more than 
500 words). The letter should outline the ways in which the program will support 
the career and contribute to the priorities of the BC public service. 

c. A letter of support from their supervisor 
d. Their most recent EPDP or equivalent performance evaluat ion documentation 

If the applicat ion is a renewal: 

1. The applicant must also submit a record of their grades. 

Note: This may come in the form of transcripts, though screens/Jots of on online record ore also 
acceptable. 

If anything is missing: 

2. Record it in the Notes column. 

3. Glleek tl=l e a(l(lli&aliaR ta mal1e syre it is eam11lete, el igillle aRe ·.ve l=la"e all re!lYire£1 

Applicants often make simple mistakes while filling out the application form. If anything is in 
need of clarification, record it in the Notes column. 

4. Ensure that both pages of the application are signed by both the applicant and their 
supervisor. 

If the application is missing a signature, record it in the Notes column. 

5. If any of the above are in need of resolution, contact the applicant by email and 
requ1est the missing documentation/information. (Usually give them 5 days to 
receive missing information) 

Nate: Record the date of the request in the Requested Missing Info column. 

6. When all of the problems with the application are resolved, reflect it in the 
Notes column. 

Note: Put the date of resolution in the Received Missing Info column. 

7. If the applicant is not able to produce the required informat ion or documentation 
by the cut -off date, the administrator will: 

a. Applications cannot be forwarded, ask the applicant if they want the 
application returned or destroyed. 

b. If returned, then move name from the "current intake" sheet to the 

"returned" sheet with reason 

8. Once all of the applications have been resolved, continue on to the next step. 

4) Verify Regular Employee Status 
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1. Check to make sure that all of the applicants are regular employees. 

Note: Submit o request to Corporate Reporting, port of the Business Performance division, 
(currently Allan O'Neil) and send them the list of applicant names including organization and 
employee number information, and they will run the check. 

5} Verify that Applicants do not already have an active Pacific Leaders Scholarship 

1. To make this check: 
a. Compare the current intake's applicant list to the previous two (Master list) to see if 

there are any instances of overlap. 
b. If any are located, check the specific intake's spreadsheets to see if the applicant(s) 

in quest ion had been backdated. 

Note: If any overlapping scholarships are found, then the applicant is considered ineligible. If you 
find a duplicate contact applicant to verify If they have nat used any of the scholarship funds 
Then what would we do? 

6} Confirm that all Institutions are Designated Educational Pnwi llsrs Institution (while entering) 

1. Confirm that all applicants have chosen a designated educational institut ion by: 
a. Check designated educat ional institutions 
b. Use Student AID BC's designated schools search tool, found here : 

Stud entAidBC website. 

Note: that that there ore a few providers that are acceptable but don't appear via the tool, 
including Certified General Accountants Association of BC, Certified Management Accountants 
Association of BC, the Certified Financial Analyst Institute, and the Canadian Institute of 
Chartered Accountants. 

c. If an applicant's institution is identified as ineligible then: 
i) Inform the applicant that their application has been denied 
i i) Inform them that they can apply to have their institution designated via 

these forms 
i ii) Applicat ions cannot be forwarded, ask the applicant if they want the 

application returned or destroyed. 
iv} If returned, then move name from the "current intake" sheet to the 

"returned" sheet with reason 

7} Confirm that the Applicant's Certification is Aligned w ith Government's Needs (while entering 

1. For any unusual certifications/designations, the program administrator in consultation with 

the manager must determine whether or not the program is in alignment with the needs of 
government . 
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In some cases, it will be obvious that the designation is ineligible but sometimes on employee 
pursuing on unusual designation will be part of an organization's plan. If this is suspected, move 
on to the next step. 

2. Contact the applicant's ministry/organizational scholarship program representative to 
confirm ~he suitability of the employee's chosen designation. 

3. If it's not Applications cannot be forwarded, ask the applicant if they want the application 
returned or destroyed. 

4. If returned, then move name from the "current intake" sheet to the " returned" sheet with 
reason. 

8) Confirm Applicant's GPA for all Renewals (while entering) 

a. Check the transcripts/record of grades for all renewing applicants to see if they 
meet the 60% or passing grade as defined by their educational institution 

b. If an applicant's grades fall below the minimum, you must consu lt with their 
ministry/organizationa l scholarship program representative to confirm whether the 
organization will continue to support their employee or not, despite their grades. 

c. If they agree to support the applicant, then processing continues. 
d. If not, then inform applicant, renewal application is denied. 
e. Ask the applicant if they want the application returned or destroyed. 
f. If to be returned, then move name from the "current intake" sheet to the 

"Returned" sheet with reason. 

9) Inform All Ineligible Applicants of their Disqualification 

1. Inform all applicants who were rendered ineligible that their application for a scholarship 
has been denied. 

2. Ask the applicant if they want the application returned or destroyed. 
3. If to be returned, then move name from the "current intake" sheet to the "Returned" sheet 

with reason. 

10) Process the Backdating Requests 

For all instances where an applicant has requested to have their application backdated. 
1. Contact thei r ministry/organizational scholarship program representative to confirm 

whether or not the backdating of their application is supported. 
2. If Approved, the applicat ion goes back into general application process. 
3. If not approved, ask the applicant if they want the application returned or destroyed. 
4. Then move rna me f rom the "current intake" sheet to the "Returned" sheet with reason. 

11) Create a Briefing Note for the Approval of Scholarship Applicants 

1. The most efficient way to start the Pacific Leaders briefing note is to use the previous 
version (found wi thin the briefing note subfolder within the most recent intake folder in the 
M :\Human Resources\Scholarships location) as a template and then: 
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created. You can find previous spreadsheets within their specific intake folders 
f ound in the folder M:\Human Resaurces\Scholarships. 

b. Create a second tab in the spreadsheet with the same column headings to 
display the applicat ion data of applicant s who are not approved. 

c. Enter the data into the spreadsheet, one row per application. 

The following is a guide to entering data in the various columns: 

Renewal : Is it a renewal? (Yes/No) 
First Name/last Name: Self-explanatory 
Address: Use a consistent format when entering addresses due to the sensitivity of the 
mail out of the congratulatory letters from the Deputy Minister to the Premier. If 
provided with both a street address and PO Box information, always use the PO Box 
City/Province/Postal Code: Self-explanatory 
Corporation: The name of the applicant's ministry or organization. Ensure it's correct 
and current. 
Branch/Supervisor: Self-explanatory 
Course: The applicant's program. Be consistent with program names 
Designated Educational Institution: The applicant's institution, to be confirmed as 
eligible at a later step 
Backdated Request: Has the applicant requested a backdate? 
Regular Employee: Does the applicant have regular status? To be confirmed at a later 
step in the process 
Estimated Tuition 100%/Estimated Books 100%: The amounts that the applicant has 
entered for tu ition and books on application form 
Estimated Tota l 100%: The sum of tuition and books. If the estimated total exceeds the 
funding maximum for the applicant's specific educational program, the funding 
maximum is entered instead 
Funding Maximum: Based on the applicant's educational program. It is $5000 for 
diplomas, bachelor degrees, and certificates (including Masters Certificates) and $7500 
for Masters and Doctoral degrees (including CMA) 
Notes: if there is anything unusual about the application, this gets noted here. This 
includes if there is anything missing, any do to that needs to be clarified, or anything in 
need of resolution 
Employee phone number Self-explanatory 
; email Address: Self-explanatory 
Requested Missing Info: This is the date ll JiiBR "'iliER the PLS Administrator request s any 
missing information or documentation from an applicant 
Received Missing Info: The date llJiiBR '•"RiER any missing information or documentation 
was received/resolved 

I last updated ~Nov 21/11 For Internal Use Only Page 2 of12 
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3} Check Applications for Completion and Data Integrity 

1. As above, check the application for completion during data entry. 
2. Every application must include: 

a. Both pages of the application itself 
b. A short letter written from the applicant supporting their application (no more than 

500 words). The let ter should outline the wavs in which the program will support 
the career and contribute to the priorities of the BC public service. 

c. A letter of support from their supervisor 
d. Their most recent EPDP or equivalent performance evaluation documentation 

If the application is a renewal: 

1. The applicant must also submit a record of their grades. 

Note: This may come in the form of transcripts, though screenshotsof on online record ore also 
acceptable. 

If anything is missing: 

2. Record it in the Notes column. 

3. 

Applicants often make simple mistakes while filling out the application form. If anything is in 
need of clarification, record it in the Notes column. 

4. Ensu re that both pages of the application are signed by both the applicant and their 
supervisor. 

If the application is missing o signature, record it in the Notes column. 

5. If any of the above are in need of resolution, con tact the applicant by email and 
request the missing documentation/information. (Usually give them a maximum of 
five~ days to ~provide missing information) 

Note: Record the dote of the request in the Requested Missing Info column. 

6. When all of the problems with the application are resolved, reflect it in the 
Notes column. 

Note: Put the dote of resolution in the Received Missing Info column. 

------{ Formatted: Keep with next 

Comment (DT1]: Be more specific or t 
wondt.r if this hu ilrudv been covered 1n 
the prev1ous sec-tion? 
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7. If the applicant is not able to produce the required information or documentation 
by the cut-off date, tt.e aEimiAistrater " 'ill : 

a. Applications cannot be forwa rded~ask the applicant if they want the 
application returned or destroyed. Ensure this conversation takes place via 
email so there is a written record. 

b. ~I retYFAe;, tThen move name from the "current intake" sheet to the 
" returned" sheet with reaso~ 

8. Once all of the applications have been resolved, continue on to the next step. 

4) Verify Regular Employee Status 

1. Check to make sure that all of the applicants are regular employees. Only regular 
employees are eligible for the program. 

Note: Submit a request to Corporate Reporting, part af the Business Performance division, 
(currently Allan O'Neil) and send them the Jist of applicant names including organization and 
employee number information, and they will run the check. 

5) Verify that Applicants do not already have an active Pacific leaders Scholarship 

1. To make this check: 
a. Compare the current intake's applicant list to the previous two (Master list) to see if 

there are any instances of overlap. 
b. If any are located, check the specific intake's spreadsheets to see if the applicant (s) 

in question had been backdated. 

Note: If any overlapping scholarships ore found, then the applicant is considered ineligible. ~ 
/iful9 EI!J#ili€9te E'9~t9et 9pfl/ie9Rt t9 ••et-iP,· if t~er Jun•e R9t t~seEI9Rj' 9/ tile s€h919<s/.Jip {>~Rds 
TileR w/.JfJt 1\'911/d we de? 
Return application os outlined above. 

6) Confirm that all Institutions are Designated Educational Pr9"i!;ian Institut ion (while entering) 

1. Confirm that all applicants have chosen a designated educational institution by: 
.r.-Check designated educat ional institutions using 
&.i:.~Studen t AID BC's designated schools search tool..21 fe~<~Ad t.ere: 

Stud entAidBC website. 

Note: t~et tllet tThere are a few providers that ore acceptable but don't appear via the tool, 
including Certified General Accountants Association of BC, Certified Management Accountants 
Association of BC, the Certified Financial Analyst Institute, and the Canadian Institute of 
Chartered Accountants. Only those listed here are permitted exceptions. 

e.JLif an applicant's institution is identified as ineligible then: 
i) Inform the applicant that their application has been denied 
ii) Inform them that they can apply to have their insti tution designated via 

these forms 
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Hit-Applications cannot be forwarded, asl1lhe a~plieaRt if tile·~ waRt the 
aflfjlieatieR retllme9 er ileslreye9. 

W}lliL_If rett~rRea, theA HIB"e 1<a1~e fraFA the •e.,rreRI iRtake" she etta the 
"retttrRee" sReet 'i'itR reaseRproceed as above 

7) Confirm that the Applicant's Certification is Aligned w ith Government's Needs (while entering 

1. For any unusual certifications/designations, the program administrator in consultation w ith 
the manager must determine whether or not the program is in alignment with the needs of 
government. 

In some cases, it will be obvious that the designation is ineligible but sometimes an employee 
pursuing an unusual designation will be port of on organization's plan. If this is suspected, move 
on to the next step. 

2. Contact the applicant's ministry/organizational scholarship program representative to 
confirm the suitabil ity of the employee's chosen designation. 
~If it's not Applications cannot be forwarded, asl1 IRe aJ'llllitaAt if tRey waRt IRe aflJllieatieA 

ret\lrAea ar aestrayeo. 
4.3. 1f retlirne91 tReR FAS"e Rinne fFeFA IRe "elirreRt iRtal1e" sReet te tRe "retlirRee" sReet "'"h 
~proceed as above. 

8) Confirm Applicant's GPA for all Renewals (while entering) 

1. Fer all reAewal aJlfllieatieAs it FR~<St ~e eeAfirFReEI ttlat the 3J!JllieaRI FRaiRiaiR 6Q% er fl3SSiRg 
graae as 9efiRe9 ey their eo~:~eatieRa l iRstit~o~tieA : 

<nb_Check the transcripts/record of grades for all renewing applicants to see if they meet the --i--:F....:o..crm=atted=::..._ _______ _, 
minimum program requirements of 60% or passing grade as defined by their educational 
institution, whichever is higher. 

lr.1.,1f an applicant's grades fall below the minimum, you must consult w ith their 
ministry/organizational scholarship program representative to confirm whether the 
organization will continue to support their employee or not., despite their grades. 

E-A...:..If they agree to support t he applicant, then processing continues. 
&.-If not, then inform applicant, renewal application is denied. 
e. ,o,s11 the ElflflhEaAt 1f tlley waRt IRe aJl~lleatoeR ret~ FReEl er Elestre·~eEI, 
f..S. If te ~e ret~rRea, tileR FRS" e RaFAe fFeFR the "et~HeRt iRtal1e" slleet te the "RetttrReEI" st~eet 

"'ilh reaseR Proceed as above. 

1. IRferFA all ElflfllisaRts "'hEI " •ere reRaereaiRellgillle that tlleir aJ!JllieatieR fer a sellelarslliJI 
tlas ~eeR a eniee. 

2, •sk tile 3f3JllitaRt if tl:ley ..... aRt tile 3J!pliG<ltiaR retYFAeEI 9F eestre•~eg 

3. If te ae retttrRea, tileR FA8¥e RaFAe freffi IRe "et~rreRt iRtalle" sheet te IRe "RetYrRea" sl'leet 
witll reaseR. 
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created. You can find previous spreadsheets within their specific intake folders 
f ound in the folder M:\Human Resaurces\Scholarships. 

b. Create a second tab in the spreadsheet with the same column headings to 
display the applicat ion data of applicant s who are not approved. 

c. Enter the data into the spreadsheet, one row per application. 

The following is a guide to entering data in the various columns: 

Renewal : Is it a renewal? (Yes/No) 
First Name/last Name: Self-explanatory 
Address: Use a consistent format when en tering addresses due to the sensitivity of the 
mail out of the congratulatory letters from the Deputy Minister to the Premier. If 
provided with both a street address and PO Box information, always use the PO Box 
City/Province/Postal Code: Self-explanatory 
Corporat ion: The name of the applicant's ministry or organization. Ensure it's correct 
and current. 
Branch/Supervisor: Self-explanatory 
Course: The applicant's program. Be consistent with program names 
Designated Educational Institution: The applicant's inst itution, to be confirmed as 
eligible at a later step 
Backdated Request: Has the applicant requested a backdate? 
Regular Employee: Does the applicant have regular status? To be confirmed at a later 
step in the process 
Estimated Tuition 100%/Estimated Books 100%: The amounts that the applicant has 
entered for tuition and books on application form 
Estimated Tota llOO%: The sum of tuition and books. If the estimated total exceeds the 
funding maximum for the applicant's specific educational program, the fund ing 
maximum is entered instead 
Funding Maximum: Based on the applicant 's educational program. It is $5000 for 
diplomas, bachelor degrees, and certificates (including Masters Certificates) and $7500 
for Masters and Doctoral degrees (including CMA) 
Notes: if there is anything unusual about the application, this gets noted here. This 
includes if there is anything missing, ony do to that needs to be clarified, or anything in 
need of resolution 
Employee phone number Self-explanatory 
Email Address: Self-explanatory 
Requested Missing Info: This is the date the PLS Administrator requests any missing 
information or documentation from an applicant 
Received M issing Info: The date any missing information or documentat ion was 
received /resolved 
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3) Check Applications for Completion and Data Integrity 

1. As above, check the application for completion during data entry. 
2. Every applicat ion must include: 

a. Both pages of the applicat ion itself 
b. A short letter written from the applicant supporting their application (no more than 

500 words). The letter should outline the ways in which the program will support 
the career and contribute to the priorities of the BC public service. 

c. A letter of support from their supervisor 
d. Their most recent EPDP or equivalent performance evaluation documentation 

If the application is a renewal: 

1. The applicant must also submit a record of their grades. 

Note: This may come in the form of transcripts, though screenshotsof an online record are also 
acceptable. 

Applicants often make simple mistakes while filling out the application form. If anything is in 
need of clarification, record it in the Notes column. 

2. Ensure that both pages of the application are signed by both the applicant and their 
supervisor. 

If the application is missing o signature, record it in the Notes column. 

3. I f any of the above are in need of resolution, contact the applicant by email and 
requrest the missing documentation/information. (Usually give them a maximum of 
five days to provide missing information) 

Note: Record the dote of the request in the Requested Missing Info column. 

4. When all of the problems with the application are resolved, reflect it in the 
Notes column. 

Note: Put the date of resolution in the Received Missing info column. 

5. If the applicant is not able to produce the required information or documentation 
by the cut-off date,: 

a. Applications cannot be forwarded so ask the applicant if they want the 
applicat ion returned or destroyed. Ensure this conversation takes place via 
email so there is a written record. 

b . ~hen move name from the "current intake" sheet to the "rejected~" 
sheet with ~easo '-------------------------.:.--...--1 Comment [On]: lsthereanvwavvou 

""" 1 wouldn't move th• name into the 

6. Once all of the applications have been resolved, continue on to the next step. 

4) Verify Regular Employee Status 
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1. Check to make sure that all of the applicants are regular employees. Only regular 
employees are eligible for the program. 

Note: Submit o request to Corporate Reporting, port of the Business Performance division, 
(currently Allan O'Neil) and send them the list of applicant names including organization and 
employee number information, and they will run the check. 

5} Verify that Applicants do not already have an active Pacific Leaders Scholarship 

1. To make this check: 
a. Compare the current intake's applicant list to the previous two (Master list) to see if 

there are any instances of overlap. 
b. If any are located, check the specific intake's spreadsheets t o see if the applicant(s) 

in question had been backdated. 

Note: If any overlapping scholarships ore found, then the applicant is considered ineligible. 
Return application as outlined above. 

6} Confirm that all Institutions are Designated Educational Institution (while entering) 

1. Confirm that all applicants have chosen a designated educational institution by: 
a. Check designated educat ional institutions using Student AID BC's designated schools 

search tool at: 
Stud entAidBC website. 

Note: There ore a few providers that ore acceptable but don't appear via the tool, including 
Certified General Accountants Association of BC, Certified Management Accountants Association 
of BC, the Certified Financial Analyst Institute, and the Canadian Institute of Chartered 
Accountants. Only those listed here ore permitted exceptions. 

b. If an applicant's institution is identified as ineligible then: 
i} Inform the applicant that their application has been denied 
ii) Inform them that they can apply to have their institution designated via 

these forms 
iii) Applications cannot be forwarded, proceed as above 

7} Confirm that the Applicant's Certification is Aligned with Government's Needs (while entering 

1. For any unusual certifications/designations, the program administrator in consultation with 
the manager must determine whether or not the program is in alignment with the needs of 
government. 

In some cases, it will be obvious that the designation is ineligible but sometimes an employee 
pursuing an unusual designation will be part of an organization's plan. If this is suspected, move 
on to the next step. 

2. Contact the applicant's ministry/organizational scholarship program representative to 
confirm the suitability of the employee's chosen designat ion. 
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3. If it's not Applications cannot be forwarded, proceed as above. 

8) Confirm Applicant's GPA for all Renewals (while entering) 

1 . 
2. Check the transcripts/record of grades for all renewing applicants to see if they meet the 

minimum program requirements of 60% or passing grade as defined by their educat ional 
institution, whichever is higher. 

3. If an applicant's grades fall below the minimum, you must consult with their 
ministry/organizational scholarship program representative to confirm whether the 
organization will continue to support their employee or not, despite their grades. 

4. If they agree to support the applicant, then processing cont inues. 
5. If not, then inform applicant, renewal application is denied. Proceed as above. 

9) Process the Backdating Requests 

For all instances where an applicant has requested t o have their application backdated. 
1. Contact thei r ministry/organizational scholarship program representative to confirm 

whether or not the backdating of their application is supported. 
2. If so, the application goes back into general application process. 
3. If not approved, application is denied. Proceed as above. 

10) Create a Briefing Note for the Approval of Scholarship Applicants 

1. To start the Pacific Leaders briefing note, use the previous version (found within the 

briefing note subfolder within the most recent intake folder in the M:\Human 
Resources\Scholarships location) as a template and then: 

a. Clear out all of the numbers, totals, dates and dollar va lues but leave intact the 
indiv idual intake summaries of previous intakes in the Background section as they 
will not have changed. 

b. Add a summary of the current intake to the Background section, displaying the date 
of the intake and the amount of suggested approvals and denials. 

There are four categories that the designations must be divided into: 
i) Certificate/Diplomas 
ii) Bachelors 
iii) Masters 
IV} PhDs 

c. Ca lc~alate and summarize all of the required business intelligence, including: 
i) The total number of each degree. 

Last updated Nov 24/11 

ii) The number of new vs. renewa l applicat ions for each degree. 
iii) The total number of applications falling into each category, and the amount 
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created. You can find previous spreadsheets within their specific intake folders 
found in the folder M:\Human Resources\Scholarships. 

b. Create a second tab in the spreadsheet with the same column headings to 
display the application data of applicants who are not approved. 

c. Enter the data into the spreadsheet, one row per application. 

The following is a guide to entering data in the various columns: 

Renewal: Is it a renewal? (Yes/No) 
Firrst Name/last Name: Self-explanatory 
Address: Use a consistent format when entering addresses due to the sensitivity o f the 
mailout of the congratulatory letters from the Deputy Minister to the Premier. If 
pr-ovided with both a street address and PO Box information, always use the PO Box 
City/Province/Postal Code: Self-explanatory 
Corporation : The name of the applicant's m inistry or organization. Ensure it's correct 

and current. 
Branch/Supervisor: Self -explanatory 
Course: The applicant's program. Be consistent with program names 
Designated Educational Institution: The applicant's institution, to be confirmed as 
eligible at a later step 
Backdated Request : Has the applicant requested a backdate? 
Regular Employee: Does the applicant have regular status? To be confirmed at a later 
step in the process 
Estimated Tuit ion 100%/Estimated Books 100%: The amounts that the applicant has 
entered for tuition and books on application form 
Estimated Total 100%: The sum of tuition and books. If the estimated total exceeds the 
funding maximum for the applicant's specific educational program, the funding 
maximum is entered instead 
Funding Maximum: Based on the applicant's educational program. It is $5000 for 
diplomas, bachelor degrees, and certificates (including Masters Certificates) and $7500 
for Masters and Doctoral degrees (including CMA) 
No tes: If there is anything unusual about the application, this gets noted here. This 
includes if there is anything missing, any data that needs to be clarified, or anything in 
need of resolution 
Employee phone number Self-explanatory 
Email Address: Self-explanatory 
Requested Missing Info: This is the date the PLS Administrator requests any missing 
information or documentation from an applicant 
Received Missing Info: The date any missing information or documentation was 

received/resolved 
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3) Check Applications for Completion and Data Integrity 

1. As above, check the application for completion during data entry. 
2. Every application must include: 

a. Both pages of the application itself 
b. A short letter written from the applicant supporting their application (no more than 

500 words). The letter should outline the ways in which the program will support 
the career and contribute to the priorities of the BC public service. 

c. A letter of support from their supervisor 
d. Their most recent EPDP or equivalent performance evaluation documentation 

If the application is a renewal: 

1. The applicant must also submit a record of their grades. 

Note: This may came in the form of transcripts, though screenshots of an online record are also 
acceptable. 

Applicants often make simple mistakes while filling out the application form. If anything is in 
need of clarification, record it in the Notes column. 

2. Ensure that both pages of the application are signed by both the applicant and their 
supervisor. 

If the application is missing a signature, record it in the Notes column. 

3. If any of the above are in need of resolution, contact the applicant by email and 
request the missing documentation/information. (Usually give them a maximum of 
five days to provide missing information) 

Note: Record the date of the request in the Requested Missing Info column. 

4 . When all of the problems with the application are resolved, reflect it in the 
Notes column. 

Note: Put the date of resolution in the Received Missing Info column. 

5. If the applicant is not able to produce the required information or documentation 
by the cut-off date,: 

a. Applications cannot be forwarded so ask the applicant if they want the 
application returned or destroyed. Ensure this conversation takes place via 
email so there is a written record. 

b. Then move name from the "current intake" sheet to the "rejected~" 

sheet with reason 

6. Once all of the applications have been resolved, continue on to the next step. 
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4) Verify Regular Employee Status 

1. Check to make sure that al l of the applicants are regular employees. Only regular 
employees are eligible for the program. 

Note: Submit a request to Corporate Reporting, part of the Business Performance division, 
(currently Allan O'Neil) and send them the list of applicant names including organization and 
employee number information, and they will run the check. 

5) Verify that Applicants do not already have an active Pacific Leaders Scholarship 

1. To make this check: 
a. Compare the current intake's applicant list to the previous two (Master list) to see if 

there are any instances of overlap. 
b. If any are located, check the specific intake's spreadsheets to see if the applicant(s) 

in question had been backdated. 

Note: If any overlapping scholarships are found, then the applicant is considered ineligible·. 
Return application as outlined above. 

6) Confirm that all Institutions are Designated Educational Institution (while entering) 

1. Confirm that al l applicants have chosen a designated educational institution by: 
a. Check designated educational institutions using Student AID Be's designated schools 

search tool at: StudentAidBC website. 

Note: There are a few providers that are acceptable but don't appear via the tool, including 
Certified General Accountants Association of BC, Certified Management Accountants Association 
of BC, the Certified Financial Analyst Institute, and the Canadian Institute of Chartered 
Accountants. Only those listed here are permitted exceptions. 

b. If an applicant's institution is identified as ineligible then: 
i) Inform the applicant that their application has been denied 
ii) Inform them that they can apply to have their institution designated via 

these forms 
iii) Applications cannot be forwarded, proceed as above 

7) Confirm that the Applicant's Certification is Aligned with Government's Needs (while entering 

1. For any unusual certifications/designations, the program administrator in consultation with 
the manager must determine whether or not the program is in alignment with the needs of 
government. 

In some cases, it will be obvious that the designation is ineligible but sometimes an employee 
pursuing an unusual designation will be part of an organization's plan. If this is suspected, move 
on to the next step. 
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2. Contact the applicant's ministry/organizational scholarship program representative to 
confirm the suitability of the employee's chosen designation. 

3. If it's not Applications cannot be forwarded, proceed as above. 

8} Confirm Applicant's GPA for all Renewals (while entering) 

1. Check the transcripts/record of grades for all renewing applicants to see if they meet the 
minimum program requirements of 60% or passing grade as defined by their educational 
institution, whichever is higher. 

2. If an applicant's grades fall below the minimum, you must consult with their 
ministry/organizational scholarship program representative to confirm whether the 
organization will continue to support their employee or not, despite their grades. 

3. If they agree to support the applicant, then processing continues. 
4. If not, then inform applicant, renewal application is denied. Proceed as above. 

9} Process the Backdating Requests 

For all instances where an applicant has requested to have their application backdated: 
1. Contact their ministry/organizational scholarship program representative to confirm 

whether or not the backdating of their application is supported. 
2. If so, the application goes back into general application process. 
3. If not approved, application is denied. Proceed as above. 

10} Create a Briefing Note for the Approval of Scholarship Applicants 

1. To start the Pacific Leaders briefing note, use the previous version (found within the 
briefing note subfolder within the most recent intake folder in the M:\Human 
Resources\Scholarships location) as a template and then: 

a. Clear out all of the numbers, totals, dates and dollar values but leave intact the 
individual intake summaries of previous intakes in the Background section as they 
will not have changed. 

b. Add a summary of the current intake to the Background section, displaying the date 
of the intake and the amount of suggested approvals and denials. 

There are four categories that the designations must be divided into: 
i) Certificate/Diplomas 
ii) Bachelors 
iii) Masters 
iv) PhDs 

c. Calculate and summarize all of the required business intelligence, including: 
i) The total number of each degree. 

last updated Nov 30/11 

ii) The number of new vs. renewal applications for each degree. 
iii) The total number of applications falling into each category, and the amount 

of new vs. renewals that make up each total. 
iv) The subtotal dollar value for each of the four categories. The following 

funding maximums are always used: $5,000 for Certificates/Diplomas and 
Bachelors, and $7500 for Masters, PhDs and CMAs. 

v) The total number of applications encompassing all four categories, and the 
total number of all new and renewal applications. 

vi) The Grand Total (maximum dollar commitment) of the four subtotals. 
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• If your employment is terminated, your participation in the program is cancelled immediately and your 
deferred funds are paid out that same calendar year. 

• If you die while a participant in the Program, the deferred funds will be paid to the beneficiary specified on 
your DSLP application form. 

Policy On Deferred Leave and Pac Leaders 
( Emailli:om Sean Gadsby) 

From: Hucal, Jackie PSA:EX 
Sent: Tuesday, August 2, 2011 8:05 AM 
To: Gadsby, Sean C PSA:EX 
Subject: Policy Que.stion - Pacific Leaders Scholarships Program for Public Servants 

Hi Sean, 

I hope you can help me w ith a question we received here at Pacific Leaders, we have never had this question before. 

If someone is on the Deferred Salary Leave Program (DSLP) are they eligible for a scholarship? 

In our Pacific Leaders Scholarship FAQ's we have this question/answer for Maternity leave: 

13. Are employees on maternity leave eligible to receive a Scholarship? 

Yes, an employee on maternity leave may apply for and receive a Scholarship, start or continue an educational program, and 
receive reimbursement for money spent on tuition and books. 

If you agree that they are eligible, we will then change our FAQ's to say "Maternity/Deferred Salary Leave Program" 

Are there any other kinds of leave that we should be aware of? 

I look forward to your response. 

Thcmk you. 

Jackie Hucal, Program Administrator 
The Learning Centre I BC Public Service Agency 13rd Floor· 940 Blanshard Street 
Victoria, BC V8W 2H2 1 tel 250-356-5182 fax: 250-387-0749 

From: Gadsby, Sean C PSA:EX 
Se nt: Wednesday, August 3, 2011 11:24 AM 
To: Hucal, Jackie PSA:EX 
Cc : Thomson, Drew PSA:EX; Ponton, Meagan PSA:EX; Weltz, Angela D PSA:EX 
Subject: RE: Policy Question • Pacific Leaders Scholarships Program for Public Servants 

Hi Jackie, 

My view is that someone on the DSLP should be el igible for the PL scholarship program. The FAQ's on the PL website 
establish some relevant eligibility criteria: 

M;IT~><<••ml•gC•nr,.I2.Admin, Facilities & Ops\Pacific Leaders\Applications of lnterest\FOI • Generai\Records for FOI PSA-2013-
00257\Research on Prog<rams & lnstitutions.docx '""h• '""""""dommb.,3.ZOH 
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Who is eligible for this program? Full time and part time regular BC government employees who are 
covered under the Public Service Act and have passed their six month probationary period are eligible. 

Why are auxiliary or casual employees ineligible for a scholarship? Only regular employees are eligible 
because Scholarship recipients must commit to continuing to work for a specified period of time for the BC 
Public Service after they receive the Scholarship. Since auxiliary employees are employed for a specified term 
only, they are not in a position to make this commitment to a "return of service". Auxiliaries and new 
employees are encouraged to consider the program after they achieve regular employee status. 

If an employee is on long term leave without a planned return to work date, are they eligible to receive a 
scholarship? No, an employee would not be eligible as they could not commit to the return to service 
obligation. Once the employee has returned to work, they are eligible to apply as long as all other criteria are 
met. 

Taken together, seems to me the main point is that a regular employee considering any type of leave should in 
principle be eligible for tlhe scholarship program provided: (i) the leave is for a fixed period; (ii) the employee 
understands (and can commit to) the return of service obligation expected at the complet ion of t heir studies/leave 
and; (iii) the employee understands the implications of not completing their return of service obligation. The DSLP 
would meet this test given the leave is for a specified period (similar t o mat leave) as would any other leave Involving 
a fixed return to work date. Of course, the employee would also need to seek approval for any such arrangement 
from their employer. 

All that said, this is just my view based on existing eligibility criteria. Amending your el igibility criteria and FAQs to 
include the DSLP (or other forms of paid or unpaid leave involving a fixed return to work date) is something to be 
sorted out as a matter of program administration. 

Hope this helps. 

Sean Gadsby, Policy Analyst 
Policy and Research Branch I !Employee Relations Division 1 BC Public Service Agency 
810 Blanshard St. I Victoria, BC I vaw 9V1 1250 356-9731 

....-
~~!: W here ideas work 

M,\Th•<••a•nocm,.\2Admin, Facilities & Ops\Pacific leaders\Applicat ions of lnterest\FOI- Generai\Records for FOI PSA-2013-
00257\Research on Prog1rams & lnstitutions.docx '""~·· <•otpdnr.do«<mb.,J. zolJ 
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Before the Intake Closes 
•:• Paper and envelopes for letters from Office of the Premier 

Order paper, if required. Paper stock number is #7530681002 from DCV (Distribution Centre Victoria) 
• This is ordered through the Learning Centre Branch Coordinator1 

• There is a supply of paper in the upper filing cabinet to the left of the administrator's desk 

•:• Confirm the "Out of Office" message on the Pacific Leaders Mailbox reflects the current stage of the intake. If 
you need to change the message, you must be in the Pacific Leaders Mailbox (not the view where you can see 
both your own mailbox and the Pacific Leaders, but the Pacific Leaders mailbox alone). See the "How To" section 
ofthe manual for information about how to change the message. 

•:• Contact backdated applicants who are required to reapply for the open intake so that they do not have to submit 
another backdated application (ie: Applied at October 2012 and approved as backdated, would need to reapply 
in May 2013 to avoid submitting another backdated application request) 

•:• Email the ministry/organization contacts listing to all current contacts, they may advise of changes at that time 
and it will be of use once the intake has closed for them to know who to contact if they need to go to another 
ministry directly. 

Sample backdated application renewal reminder email (draft in Pac Leaders Outlook drafts): 

Good Afternoon, 

This is a reminder that while your last Pacific Leaders Scholarship for Public Servants program application (in the October 2012 
Intake) was backdated, backdating IS not generally approved more than once and therefore your renewal application Is due 
May 31, 2013 should you w ish to continue studies In September 2013. If you do not reapply for the May 2013 lntake your 
scholarship will~ August 31, 2013. 

Please see the website and FAQ's for the renewal application requirements and the application form. Please note that renewal 
applications also require a copy of an unoffidal transcript. 

Lastly, please be reminded that the m inistry requires a copy of your grades for courses supported by Pacific Leaders to ensure 
successful completion (a 60% minimum). If you haven't already sent in your marks, please do so. 

l.l!t me know if you have any questions or require any dardlcatlon. 

Thank you, 

During the Intake 
Screening Applications 

"'"
1 

See Intake Contacts list at the end of t his section for name and contact information 

M:\TheL<>omlng Contre\1. Admin, FaCilities& Ops\Padfic Leaders\Applicatlonsoflnterest\FOI·Generoi\Recordsfor FOI PSA-2013-00257\Manual - lntake.docx 
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•!• Appl ications come in by mail, email, fax, by hand and - at the end of the intake - in bundles from the ministries 
who pre-screen their applicants. 

•!• Date stamp each application with the date received if only hardcopy version is received. 
•!• Write the intake period in fe lt in the top right corner of the application of hardcopies received. 
•!• Each application package should include the fol lowing: 

1. Application form 
2. Letter from applicant, signed 
3. Letter from applicant's supervisor, signed 
4. Copy of performance profile 
5. Transcript (renewal applications only) 

• Note: extran·eous documents should be shredded (e.g. fax cover page, resumes etc.) 

•!• Application form -check that: 
~ Ministry is not one that requires pre-screening (if so, and the pre-screen has not been done, application must 

be returned as detailed in the Ministry Screening section below) 
~ Backdated applications 

Some applicants will indicate in their email that they are requesting an application to be backdated. 
• Email the ministry contact and confirm they are in agreement with backdating the application. You 

should scan the application and attach it, so the contact has the information on the applicant 
Attach email stating ministry's okay to the application package and mark "Backdated" on the front page 
of the application to ensure you do not miss this when entering the application in to the database. 

• Some applications, especial ly those coming from ministries who pre-screen, may already have letters or 
forms indicating this permission 

~ All f ields fi lled out and that they are legible. Make sure the branch name is fil led in. 
~ The applicant has selected "No" in the field "Are you in receipt of any other scholarships". If the applicant has 

selected "Yes" bring this to the attention of the Team Lead. 
~ Correct intake date. 
~ University of choice is an eligible institution 

• Must be designated as eligible by StudentAid BC (Ministry of Advanced Education) 
• To search a university, go to https://www.aved.gov.bc.ca/sfas-

bin/phcgi?PH APP=SFASAPP&PH QKC=phw des schiOl.QKC&PH HTML=%20phw des schiOl.HTM and enter the 
name of the institution 

~ Course of study chosen meets the needs of government and is a developmental rather than job-related 
program 
• For any unusual certifications/designations, the administrator should consult with the manager, as well 

as the applicant and their supervisor, to determine the eligibility for Pacific Leaders 
• Check that the program is not a requirement of the employee's position, as they would then be 

considered job-related. For further clarification on this, see the Learning & Development policy on 
MyHR, found at http://www2.gov.bc.ca/myhr/article.page ?Content I D=5e3ba 7ea-410d-Oaef-b0d5-
49b57971939a 

~ Course of study is a certificate, diploma or degree. Individual courses are not eligible if the applicant is not 
enrolled in a program. Graduate certificate programs are still only funded at the certificate level. 

~ If the application is a renewal check on the master list when their previous scholarship was awarded to make 
sure they are eligible to reapply. At least one year must have passed since their last application. 

~ Signatures- signed and dated by both applicant and supervisor. 
•!• Letter from applicant: 

}> Read it over to make sure everything is in order and makes sense. 
}> Check it is signed and the date is current. 
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•!• Letter of recommendation from supervisor: 
)>- Read it over to make sure everything is in order and makes sense. 
)>- Ensure there are no indicators that the course of study chosen is job-related. 
)>- Ensure the supervisor's name on the letter matches the name of the supervisor on the application. 
)>- Check it is signed and the date is current. 

•!• Copy of performance profile: 
)>- Ensure it is a current performance profile (not last year's - currently 2012/2013. The dates referenced should 

be future dates). 
)>- Check that the specific course of study is mentioned in the "Learning Goals" section. 
).- Read it over to ensure there are not any issues of poor performance. 

•!• Transcripts: Applications that are renewals require a transcript for the course of study taken on the last 
application. 
)>- Check to make sure all grades for the course of study taken on the last application are passing level: 

• This does not have to be an official, sealed transcript from the institution however it does need to 
state the name of the institution and be clearly identifiable as originating from an official institution. 

• Screenshots of marks are also acceptable- this should have the name of the institution clearly 
visible. 

• Marks must be shown- a narrative from the applicant or their instructor saying they passed is not 
sufficient. 

• Marks must be at least 60% 
• Marks from some institutions are shown in formats other than percentage. There is a fi le folder 

labeled "Grading Scales" in the folder stand to the left of the computer at the workstation. If there is 
no guide accompanying the transcript check the folder to see if there is one for that institution. If 
not, ask the applicant to provide one. When they do make put a copy in the file folder. 

• If there are marks in the last scholarship year that are below the level above, fo llow-up is required: 
o Ask the applicant to provide written proof that either the applicant was not reimbursed by 

the ministry for this course or they have paid back the money for any course they did not 
complete or fai led. 

o If the applicant was not reimbursed or has paid back the funds for any fai led/incomplete 
course, they may be granted another scholarship. 

o If applicant was reimbursed and has not paid back the funds, they cannot be granted another 
scholarship until this is done. 

•!• Verify Applicants do not already have an act ive Pacific Leaders Scholarships for Public Servants 
)>- Compare the current intake list to the Master list 
)>- If any applicant shows as having a pre-existing scholarship, you need to investigate the details 

• Was previous scholarship backdated? 
Did applicant withdraw from previous scholarship, and it was not noted on the list? Only approved 
applications are shown on the Master List, so you must check the database from the intake date. 

• Did applicant not use previous scholarship? 
• If they dud not, they could still withdraw from that and be considered for the current intake 

• This must be verified by ministry contact and/or the ministry area that handles the reimbursements 
•!• If there are any problems, email the applicant right away to explain what is needed and set the application aside 

with a copy of the email until a solution has been found (e.g. applicant sends missing info, or new document with 
signatures) If the applicant doesn't resolve the issue within a day or two, keep following up periodically till the 
application is complete. 

•!• Once you receive updated documents shred the old ones and replace with the new. 
•!• The subject line for emails concerning incomplete applications should be "Pacific Leaders Scholarship Application 

- Incomplete (Name of Applicant)". Any correspondence with applicants regarding incomplete applications 
should be kept in the in box. Always BCC the Pac Leaders email on any correspondence then mark as read in the 
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inbox. Delete previous emails from the same conversation. 
•!• Please note that it is faster to have the applications updated via email rather than fax or regu lar mail so your 

email cou ld include on ly that option to amend their application . 
•!• Give people (or the prescreened ministries) a warning or their application wil l no longer be cons idered. 

Sample Email: 

SUbject.: Padfic Leaders Application Incomplete 

Hello {employee first name} 

Upon review, your Pacific Leaders Scholarships for Public Servan s applrcatlon package for the January 2012 intake was 
found to be incomp ete. You s II need to submrt a stgned letter from your current supervisor. A hough you have provided 
three letters of reference, none of them Is from Barb Clements, who IS shown as your current supervisor. 

We will require the m1ssing documentation In order to process your application and move it forward for approval. Please 
submit this documenta ·on to us no later than Tuesday, January 31", 2012 or we lVIII be required to remove your appUca on 
from considers ion. Please be aware that you may subm the missing documentation by regular mail, fax (250-387-0749), 

email to this mailbox or by dropping it off a our front desk (810 Blao~h!!rd Stree • Victoria). 

Than you for your Interest In Pacific Leaders Scholarships for Public Servants 

Ineligible Applications 
•!• If for whatever reason the application is ine ligible, email the applicant informing them and letting them know the 

reason. If they have sent an origina l copy by mai l ask them if they would like you to mail it back to them or shred 
it . If they sent an email or fax, inform the applicant you will be deleting/shredding it. 

•!• Do not enter ineligible applications into the "Approved" tab of the intake's spreadsheet. If you have already done 
so remove it. 

•!• Enter the applicant's information on the "Not - Approved "tab of the intake's spreadsheet fil ling in the fields as 
appropriate. Enter a detailed explanation of the reason the application was not app roved in the Notes fie ld. Add 
all relevant dates. 

•!• Certifications or Professional designations are not eligible for a scholarship other than the CGA, CMA and CPA 
programs. Designations should be re-redirected to training and development form and advised that they should 
consult their supervisor. 
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