ADULT EDUCATION PROGRAM

ABSENCE REPORTING
SUPPLY ARRANGEMENTS %,
SUPPLY AVAILABILITY




ESS — EMPLOYEE SELF SERVICE

All Adult Education Employees must report absences through ESS.
Employees who require a supply find and report the supply through ESS.
Supply staff update their availability and accept supply assignments in ESS.

TO ACCE

o Goto or use the Intranet: sharepoint.com/sites/Home

o When prompted for your username enter the first 6 letters of your last name and the
initial of your first name. Example: John Timson would be timsonj (do not add
@tcdsb.org). Then enter your TCDSB email password.

o Go to Staff - Employee Portal (from schools and TCDSB sites) or Staff Portal (Home

Access)


http://www.tcdsb.org/
http://tcdsbcec.sharepoint.com/sites/Home
http://tcdsbcec.sharepoint.com/sites/Home

@ HOME Departments w Teaching & Learning v Applications Resources Director's Bulletin News Employee Services v Team Sites

@ Home ¢ Not following

TCDSB in the News See all
EMPLOYEE SERVICES

St. Joan of Arc Bites into
Healthy Eating with "The...

B : 8 ; GEMEEERE, U5 SERUrsaap s = STUDENT INFORMATION SYSTEM (SIS)
: A & Joan of Arc Catholic Academy took

a bite into healthy eating throu...

Trustee and Superintendent Twitter

Visit St. Barbara to Engage... 2
On Friday, March 7, 2025, School Toronto Catholic Distric @ - Jan 30 X ]

Father Henry Carr Celebrates Trustele Crawford and N Kindergarten Registration for.the
Superintendent Peterson visited S... September 2025 school year is now

International Women'’s Day open!

CLICK AND GO TO THE EMPLOYEE PORTAL MAIN PAGE

THEN CLICK ON EMPLOYEE SERVICES



https://tcdsbcec.sharepoint.com/sites/Home

SMARTFIND EXPRESS

@& Create absences, manage substitutions and
more

PAL (Professional Accelerated Learning Centre)

Register for Conference, In-service and Institute
events

TCDSB Staff Directory
Find a TCDSB staff member

OHSRS

Occupational Health and Safety Reporting
System (OHSRS) hosted by Cority

Student Information System (SIS)

@ Central database of student records for current
& past TCDSB students

p RMS Staff Login
Permits for Community Use of Schools

Employee Self Service (ESS)

O3 Access pay statements, tax forms, important staff
memos and more

Web Applications

S
A list of TCDSB web applications and the /‘?Schiﬂ\%
browsers they are supported on

LEAP
lﬁ TCDSB Leadership Engagement & Achievement
Program

D Portal Help
*  Resources on how to use the Staff Intranet portal

i

Employee Email Access

. My Expenses
Access and log in to your TCDSB staff email

Employee expenses, claims and more



Currently there are no urgent announcements.

Open Incident My Items Manage School Device Inventory

c Click here to create an incident. E Review the St?tU%Of )tfour submitted ] Assign or Return devices to/from
nciaents

& — Staff and Students

Knowledge Articles Notices and Alerts

Web (Mobile) Print Solutions There are currently no items to display.
Go Secure

UM Voice Mail - CEC STAFF ONLY - Telephone User Interface Quick Tips - CEC STAFF ...



http://servicedesk.tcdsb.org/

Employee Self-Service = [ESS) > Overview

Employee Self-Service

@%_ Payroll FE HR
50

=

Payroll Services

Human Resource Sevices

Quick Links Quick Links

B Pay Statement @O

[ T4/ T4A / T2200 Tax Form - | el
B Personal Tax Credit Information

i Adult Education Daily Absence Request

=

Request an absence through this link. You can prearrange
a substitute or system will help to find one.

r i Adult Education Substitute Service
=

Update your availability through the Preference Form and
accept substitute assignment(s)

Pursuant to the Collective Agreement between the TCDSB
and CUPE Local 1328 affecting Adult ESL Instructors, a
casual instructor is required to work a minimum of fifteen
(15) hours in a schoal year in order to maintain employment
and name on the Casual Instructor Seniority List.




SOME KEY TERMS BEFORE WE CONTINUE
To avoid confusion @

Permanent staff: ESL/LINC & Nursery Instructors, Admin Assistants, Program
Consultants and Administrators have sick quota that they use to enter absences.

Casual staff: ESL, LINC, FSL, Nursery Instructors and Admin Assistants, who are
scheduled to work in a short or long-term assignment, don’t have sick quota, but
ired to report their absences as unpaid absence (Code 20).

o
*
*

< 60 (Vacation), 26 (Quarantine) or 18 (In-service)

53 ast but not least,




All staff report absences through the "Adult Education Daily Absence Request " link on

Employee Self-Service > (ESS) > Overview

Employee Self-Service

Payroll HR

Payroll Services Human Resource Sevices

Quick Links Quick Links
[B Pay Statement EHO
@ T4/ T4A  T2200 Tax Form - rEElEEE

B Personal Tax Credit Information

Adult Education Daily Absence Request

Request an absence through this link. You can prearrange
a substitute or system will help to find one.

Adult Education Substitute Service

Update your availability through the Preference Form and
accept substitute assignment(s)

Pursuant to the Collective Agreement between the TCDSB
and CUPE Local 1328 affecting Adult ESL Instructors, a
casual instructor is required to work a minimum of fifteen
(15) hours in a school year in order to maintain employment
and name on the Casual Instructor Seniority List.




Absence(s) Request

* Absence Start Date October 20, 2022 v * Absence End Date : | October 21, 2022 v | Enter Single Day Absence

* Absence Reason : 10-PERSONAL ILLNESS v

Absence(s) Request

* Select Employee : v
* Absence Date October 20, 2022 v : Enter Consecutive Absence Ending Date
* Absence Reason :  10-PERSONAL ILLNESS v

* Absence Day Type :
* Full Day Absence Partial Day Absence




* Absence Date : December 10, 2019 w

* Absence Reason : | 10-PERSOMAL ILLNESS

* Absence Day Type :
* Full Day Absence Partial Day Absence

Enter your absence hours as per your assignments(If your assignments are not on the list below, please contact HR):
Absence Hours  Abs Start Time  Max Abs Hours  Preamanged Supply Start Date End Date Location Program

200 12:30:00 2.00 2019/04/01  2020/03/31  Victoria Park Linc Centre TCDSE LINC,

0.00 00:00:00 0.00 2019/08/04 202000717 Qur Lady of Mount Carmel Adult Education ESL, Day

250 09:00:00 250 2019/09/03 2020/0716  Our Lady of Mount Carmel Adult Education ESL, Day

* Do you need a supply 7
* Yes No

If you have made arrangements for a supply, please select the name of the supply in the "Prearranged Supply” field and submit
If you have not been able to prearrange a supply, please submit your absence and the system will send notification to all supply
The supply assignment will be awarded to the supply first accepting the assignment.




Absence(s) Request

* Absence Start Date @ October 27, 2022 v * Absence End Date : October 29, 2022 v | Enter Single Day Absence

* Absence Reason : 11-FAMILY ILLNESS v

Enter your absence hours as per your assignments(If your assignments are not on the list below, please contact HR):
Absence Time Table(s) Selected TT Start Date TT End Date = Location Program Position
2022/04/01 2023/03/31 Finch@Warden Adult Education Centre  TCDSB LINC, Day ESL Instructor
2022/04/01 2023/03/31 Finch@Warden Adult Education Centre  TCDSB LINC, Day ESL Instructor
Vv X 2022/09/13 2022/12/22 Eglinton LINC and ESL Centre ESL, Evening ESL Instructor
Vv X 2022/09/17 2023/03/25 Eglinton LINC and ESL Centre TCDSB LINC, Weekend ESL Instructor

* Do you need a supply ?

Yes
_Submit
| Process Absence | back |

* No




Absence(s) Request

* Absence Start Date = October 25, 2022 v * Absence End Date :  October 27, 2022 v | Enter Single Day Absence

* Absence Reason :  10-PERSONAL ILLNESS v

Enter your absence hours as per your assignments(If your assignments are not on the list below, please contact HR):

Absence Time Table(s) Selected Prearranged Supply  TT Start Date TT End Date  Location Program Position Level
v 2022/09/06 2022/12/22 COSTI Corvetti Education Centre  ESL, Day ESL Instructor ESL6 |

v 2022/09/06 2022/12/22 COSTI Corvetti Education Centre  ESL, Day ESL Instructor ESL 7-8

* Do you need a supply ?

* Yes No

If you have made arrangements for a supply, please select the name of the supply in the "Prearranged Supply" field an
If you have not been able to prearrange a supply, please submit your absence and the system will send notification to g

The supply assignment will be awarded to the supply first accepting the assignment.




* Select Employee :

* Absence Start Date =October 24, 2022

* Absence Reason :  10-PERSONAL ILLNESS

Enter your absence hours as per your assignments(If your assignments are not on the list below, please contact HR):

Absence Time Table(s) Selected

* Do you need a supply ?

TT Start Date

2022/04/01
2022/04/01
2022/09/13
2022/09/117

v * Absence End Date : | October 27, 2022

TT End Date

2023/03/31
2023/03/31
2022/12/22
2023/03/25

v

v

Location

Finch@Warden Adult Education Centre
Finch@Warden Adult Education Centre
Eglinton LINC and ESL Centre

Eglinton LINC and ESL Centre

Absence(s) Request

v | Enter Single Day Absence

Program

TCDSB LINC, Day
TCDSB LINC, Day
ESL, Evening

TCDSB LINC, Weekend

Position

ESL Instructor
ESL Instructor
ESL Instructor

ESL Instructor

Level




Employee Seli-Service > (ESS) > Overview Full Screen | Optiol

Daily Absence Request

* Absence Date : May 14,2019  ~
* Absence Reason :[10-PERSONALILLNESS ~~ ~

* Absence Day Type :
= Full Day Absence () Partial Day Absence

Enter your absence hours as per your assignments(If your assignments are not on the list below, please contact HR):

Absence Hours = Max Abs Hours | Prearranged Supply @ Start Date | End Date | Location Program Level | Assignment T Tue Thu | Fri
g PRIy og g ype

~ 2018/09/04 2019/06/28 Bishop Marrocco/Merton ESL, Day ESL Instructor level 1 Morning 5.00 5.00 5.00 5.00 5.0

* Do you heed a supply ?

=Yes (No

If you have made arrangements for a supply, please select the name of the supply in the "Prearranged Supply" field and submit
If you have not been able to prearrange a supply, please submit your absence and the system will send notification to all supply
The supply assignment will be awarded to the supply first accepting the assignment.

E Submit

My absence days since Sep 1, 2019

[1Nn aheanra




From: HR Adult Education

To: Smith, Stella (Adult Education Programs)
Subject: Adult Education Absence Request on 20221021

Date: October 21, 2022 10:32:53 AM
Importance: High

DO NOT REPLY AS THIS IS AN AUTOMATED MESSAGE !
Hello SMITH, STELLA

This auto email has been sent to you to acknowledge receipt of your Adult Education Program Absence Request that was submitted by you

through the ESS (Employee Self Service) or Human Resources:

Lakeshore
Linc
Cntr-

Grammar
rlfand Idioms
in
M8V 3Y3 Conversation

Best Regards,
Adult Education Program
Human Resources




Hello,

A substitute is required in the Adult Education Program to cover an absence taken by LAWRENCE, BERNICE
below. If you are available to cover this absence, please accept the assignment(s) in the Employee Self Service ESS .
The position will be awarded to the first respondent.

Should your availability change and you are/were not able to cover this absence, you may cancel this
assignment if it is not backdated (has a date that has passed). If you need to cancel a past assignment, please
contact Jaime Puentes at puentej@tcdsb.org.

Bundle Sta
. Address | |Program Level Absentee
Key Time

|:| 20221020| |09:00 H . _ ’

20221020( {12:00 H . i '

Pursuant to the Collective Agreement between the TCDSB and CUPE Local 1328 affecting Adult ESL Instructors, a
casual instructor is required to work a minimum of fifteen (15) hours in a school year in order to maintain
employment and name on the Casual Instructor Seniority List.

Thank you for all your work on this.
Best Regards,

Adult Education Program
Human Resources




From: HR Adult Education
To: Martinez, Melanie (Adult Education Programs)
Cc: Brokovich, Alana (Adult Education Programs)

Subject: Adult Education Prearranged Substitute on 20221017
Date: October 17, 2022 9:02:49 AM
Importance: High

DO NOT REPLY AS THIS IS AN AUTOMATED MESSAGE !

Hello MARTINEZ, MELANIE

This auto email has been sent to you to confirm you have been assigned to supply for BROKOVICH,
ALANA for the following assignment(s) :

20221017//09:00 I i |St. !
nstructor

20221017|[12:00 H

Please contact the instructor through TCDSB e-mail system, if you have any questions.

Pursuant to the Collective Agreement between the TCDSB and CUPE Local 1328 affecting Adult ESL
Instructors, a casual instructor is required to work a minimum of fifteen (15) hours in a school year in

order to maintain employment and name on the Casual Instructor Seniority List.
Thank you for your attention to the above.
Best Regards,

Adult Education Program
Human Resources




* Do you need a supply ?
* No

You will exhaust personal sick leave payable at 100%. Current remaining hours : 47.5 . Total absence hours to be processed : 48

My absence days since Sep 1, 2019
Cancel Status Absence Bundle Absence Hours Absence Date Start Time Reason Created on Created by Need a supply
Cancel Pending 0070000039 500 2022/10/08 08:45:00 10-PERSONAL ILLNESS 2022/09/20 XINJ No
Cancel Pending 0070000039 6.67 2022/10/05 08:30:00 10-PERSONAL ILLNESS 2022/09/20 XINJ No
Cancel Pending 0070000039 5.00 2022/10/04 08:45:00 10-PERSONAL ILLNESS 2022/09/20 XINJ No
Cancel Pending 0070000039 5.00 2022/10/03 08:45:00 10-PERSONAL ILLNESS 2022/09/20 XINJ No

Cancel Processed 0070000038 6.67 2022/09/28 08:30:00 11-FAMILY ILLNESS 2022/09/20 XINJ No

NOTE: The text shown above is just a sample. Each employee’s quota is customized
according to the absence hours they have in the system and it will show the exact amount
when these quotas are about to be exhausted.




ABSENCE REPORTING

You can view your absence history as of September 1, 2019.

Please check your TCDSB email after entering an absence, to review the
assignment and make sure all details are correct. Otherwise, you will
need to cancel it and enter again .

You can report absences in advance. We ask staff to report within a
period of a week, to guarantee the supply has time to accept the
assignment and is paid on time. The supply instructor must update their
availability to supply to ensure his/her name can be selected by the
permanent instructor.

Last minute absences should be entered as early as possible, the
i efore by 6:00 p.m. They may be entered in the morning as well
sure that the supl|laly staff have enough time to

&Q\o Caféo/
.

\\\S\ﬁ b
arg °
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ABSENCE REPORTING

IMPORTANT: Cancelling one day from a bundle absence will cancel the

entire assignment with all the dates included in it and you need to enter it

again in ESS. Try to avoid this, as it generates multiple emails for you, the

supply instructor and our HR email account. N Carg,

If you created an absence but later need to change the supply, find the
absence in ESS, CANCEL it, and create a NEW absence with the name of the
new supply instructor. C ool

Casual instructors must report their absence through ESS as well. They can
only select Code 20 - Leave of Absence W/O Pay (unpaid absence).

g supply msiructor is already assigned somewhere else on a specific day,
n't come up in the pre-arranged supply list field for that

\\\S\ﬁ fb
%arg o

supply instructor



Employee Self-Service > (ESS) > Overview

Adult Education Substitute Service

~ Service Map

B Adult Education Substitute Preference Form
Complete this form to update your availability to supply in the Adult Education Program.

Pursuant to the Collective Agreement between the TCDSB and CUPE Local 1328 affecting Adult ESL
Instructors, a casual instructor is required to work a minimum of fifteen (15) hours in a scheool year in order
to maintain employment and name on the Casual Instructor Seniority List.

fB Adult Education Substitute Accept Assignment
Accept opening assignments

Pursuant to the Collective Agreement between the TCDSB and CUPE Local 1328 affecting Adult ESL
Instructors, a casual instructor is required to work a minimum of fifteen (15) hours in a school year in order
to maintain employment and name on the Casual Instructor Seniority List.




reference Form
q

Adult Continuing Education
Substitute Preference Form

==

Program If you mark one
ESLv| FSL[| Nursery[ area of the city:
Location Area = our name R\ Cayy, o
All city areas | | & %
East[ | Central v/ West| | o =

o %, &
Availability %t Schnﬁ\%

All days | |
Monday Tuesday Wednesday Thursday Friday Saturday Sunday

Moming v/ v v v v v O
Afternoon v| v v v v v ]
Evening v/ v v v v v ]

Effective From:|2018/07/26  [T/To : 9999/12/31




SECURING SUPPLY ASSIGNMENTS

As absences are reported by staff into ESS, e-mail notifications are sent out
to all supply staff available as per their availability selections in ESS.

z0 Cay
éﬁ‘\ ‘f’o,;.

r

All supply assignments can be accepted only through ESS - on a first
response basis.

\
\?s Q
arg °

"fSchnd‘%Q
Check your TCDSB e-mail account frequently — when you see a supply
assignment you are interested in — go to ESS to accept it as soon as

no longer available for if the job




>
>

Employee Self-Service » (ESS) > Overview

Adult Education Substitute Service
Back

~ Service Map

B Adult Education Substitute Preference Form
Complete this form to update your availability to supply in the Adult Education Program.

Pursuant to the Collective Agreement between the TCDSB and CUPE Local 1328 affecting Adult ESL
Instructors, a casual instructor is required to work a minimum of fifteen (15) hours in a school year in order
to maintain employment and name on the Casual Instructor Seniority List.

fB Adult Education Substitute Accept Assignment
Accept opening assignments

Pursuant to the Collective Agreement between the TCDSB and CUPE Local 1328 affecting Adult ESL
Instructors, a casual instructor is required to work a minimum of fifteen (15) hours in a school year in order
to maintain employment and name on the Casual Instructor Seniority List.

PLEASE CAREFULLY
NOTE




Pl Employee Self-Service > (ESS) > Overview Full Screen

Opening assignments to be filled

i st Dto | SurTis osn  Mws g e e s

Accept 0090000335 5.00 2019/08/20 09:00:00  Bishop Marrocco/Merton 1515 Bloor Street West Toronto M6P 1A3 ESL, Day ESL Instructor level 1 LUPAS

My substitution assignments since Sep 1, 2019

[i] No substitution Job |




Letters of assignment

&Q\o Caféo/
.

)

\\\S\ﬁ b

ard

Letters of assignment are e-mailed to staff through the employee’s
TCDSB e-mail account.

O
et Schuti&

is or her TCDSB e-mail




Contact Information:

Jaime Puentes Herrera

Email: puentej@icdsb.org
Telephone: 416-222-8282 ext. 2513

0: Helen Huang



mailto:puentej@tcdsb.org
mailto:Helen.Huang@tcdsb.org
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