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To: Elementary Occasional Teachers
From: Emily Creech, Team Manager Occasional Teachers
Date: February 4, 2025

Important EasyConnect Updates and Mid-Year Reminders

As we approach the midpoint of the 2024/2025 school year, we would like to extend a BIG thank you
for your continued support and dedication to the students and schools within the OCDSB!

If you have any questions about the information below, please don’t hesitate to reach out to us at
OtListElementary@ocdsb.ca

Important Updates to EasyConnect - ACTION REQUIRED

The OCDSB has been working on some exciting changes to the EasyConnect Call out System;
effective February 9, 2025 (for Monday February 10 absences) please note the following
changes will be implemented:

1. | EasyConnect will call out during the following time frame:
4:30 pm - 8:00 pm - French Assignments
5:00 pm - 8:00 pm - All Assignments

*previously calls would go out until 9:00 pm

2. | The Job Board will open earlier at 5:30 pm; previously 8:00 pm
*Assignments are posted on the Job Board up to 30 days in advance

3. | EasyConnect will call Occasional Teachers based on their “Willing”
School locations within ATE - more details below

4. | Summary Emails - Check your email each morning for a possible
update from Apply to Education regarding previously offered
assignments that are still available.

You may not get an update email every day - ATE will only email you
with assignments that were previously offered to you and are still
available.

ACTION REQUIRED - Please update your “Willing” Locations and Availability in ATE
With the above mentioned changes it's important that you update your Apply to Education
account with your current availability and the schools you are “willing” to work at.

Log into your Apply to Education Account and follow these steps:



mailto:otlistelementary@ocdsb.ca

Step 1 - Select “EasyConnect” and “My Preferences”

Portfoliow  JobPostings v | EasyConnect v

My Preferences

My Preferences My Calendar

Ottawa-Carleton District Sct /20 Board

Please review the Ottawa-Cai letermine -
Do you want to be considered Assignments Offered
Employee ID #: Assignments Accepted
Lidy

Step 2 - Scroll down to the “Preferences Available” section and click on “Update my calendar.

Preferences
Available: Update my calendar

Proceed to update your calendar by entering dates you are unavailable by clicking “Dates Not
Available” at the bottom of the calendar

[ Dates Mot Available ][ Only Offer Assignments Via Email ]

Step 3 - Once you have updated your calendar, come back to the “My Preferences” page and
scroll down to “Select Locations” - this is where you will update the “Willing” school locations.

You can search for locations via the “Location” or “Region” filters; or you can simply scroll
through the list of locations and select “Willing” via the right hand column.




Select Locations

Select the Locations you are willing to work at below. Once HR has confirmed you for a Location it will become greyed-out.

Location City
Region Type
Reset Filters " Refresh l
[ Only show pending changes [ selectall
LOCATION CITY REGION TYPE APPROVED WILLING
A. Lorne Cassidy Elementary School - 071 Stittsville Goulbourn Elementary
A.Y. Jackson Secondary School - 201 Kanata West Secondary
Adrienne Clarkson Elementary Schoel - 051 Mepean Nepean Elementary O
H 113 ” H H
Be sure to hit “Save” once you have completed making your selections.
Berrigan Elementary School - 137 Nepean Nepean Elementary
Blossom Park Public School - 005 Gloucester Gloucester South Elementary
Board Services - Mail Room - 304 Nepean Nepean Central O
Board Services - Reproduction Supervisor - 335 Nepean Nepean Central O T

PRO TIP - To maximize the effectiveness of the call out system it is
suggested you select between 5-10 schools where you are willing to work

The following Easy Connect OT Manual has additional information on how to accept
assignments via the call system and the Job Board.

Apply to Education App Instructions (For IPhone & Android): This App allows you to view
and accept assignments that have been posted to the Job Board.

Personal Information

Please ensure your personal information is up to date on Apply to Education. Most importantly,
your home address, a current email address, and phone number. You can update your personal
information by selecting Portfolio->Personal Info.

Annual Requirements To Remain on the OCDSB OT List

An Occasional Teacher will be removed from the roster if the Occasional Teacher has not
worked twenty (20) assignments per year from September 1 to June 30 - Article L.10.04

Important Note - Long Term Occasional teaching days count towards your OT annual assignment
requirement. Assignments do not have to be full days (Example, working one (1) 50% assignment
counts as completing one (1) assignment). If you are on an approved full year leave, you are exempt
from the annual assignment requirement. If you are on a partial year leave, your assignment



https://docs.google.com/document/d/1sjtrtbRjRB7P92VWYZRGPnGOWNbo4ig2JaQTWEoqNJU/edit?usp=sharing
https://drive.google.com/file/d/11a7-AuEweKffD8MF3Jsf7KGHTkqAwYIf/view?usp=sharing

requirement will be prorated. Those who do not meet the annual assignment requirements will be
notified via email and removed from the OT List in July.

Designated Occasional Teacher Opportunities

We have a number of Designated OT (DOT) opportunities available on Apply to Education, with
an immediate start date. This is a full time position for the remainder of the school year.
Questions related to the DOT position may be directed to dotinquiries@ocdsb.ca. These
positions are open to anyone on the approved Occasional Teachers List and we welcome new
hires to apply!

Occasional Teaching Division Contacts

Emily Creech, Team Manager - OTs - emily.creech@ocdsb.ca
Chelsey Latimer, HR Advisor for Elementary OTs - otlistelementary@ocdsb.ca

Vacant, HR Advisor for Secondary OTs - otlistsecondary@ocdsb.ca
Sherry Gesner & Libby Ladd - Dispatchers - dotinquiries@ocdsb.ca
Christine McCarthy, HR Assistant - christine.mccarthy@ocdsb.ca
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