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Absences (also see STAR System) 
 May be full day(s), half day(s) or any part of the day 

 Half day is 150 minutes of instruction regardless of when 

lunch occurs 

 Teacher’s sick leave account charged only for the portion of 

the day missed 

 Coverage for periods when no OT available is the 

responsibility of the administrator 

 It is the responsibility of the administrator to arrange 

coverage for duties when a teacher is absent 

 It is strongly recommended that you code your own absences 

through the automated STAR system 

Additional Degrees (see Salary and Appendix C) 

Administration of Medication (Col. Agr.  L.E.12) 
The Board shall not require a Teacher to administer medication or 

perform any medical or physical procedure on a student.  

Notwithstanding, Teachers shall be expected to take appropriate 

action(s) which may include the administration of medication in an 

emergency situation. 
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Administrative Transfer (See Teacher 

Transfers) 

Adoption (see Pregnancy and Adoption) 

Annual Learning Plan (ALP) 
Every year, in consultation with their principal, all teachers, other 

than new teachers, are legally required to prepare an Annual 

Learning Plan (ALP).  Both the principal and teacher must review and 

sign the ALP.  Each retains a copy. 

At least one professional growth goal is required and consideration 

should be given to one or more recommendations from the most 

recent TPA. 

On September 1, 2007, new regulations came into effect with regard 

to the Annual Learning Plan (O.Reg.98/02, as amended). 

 Starting with the school year commencing 2007, every board 

shall ensure that every teacher, other than a new teacher, 

employed by the board has a learning plan each year that 

includes the teacher’s professional growth objectives, 

proposed action plan, and timelines for achieving those 

objectives. 

 Each year after the first year that a teacher has a learning 

plan, the teacher shall, in consultation with the appropriate 

principal: 

o Review the teacher’s learning plan from the previous 

year, the teacher’s learning and growth over the 

previous year, and the summative report of the 

teacher’s most recent performance appraisal; and 
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o Update the teacher’s learning plan for the purposes 

of the current year, if necessary, taking into account 

the results of the review under clause 

(a).O.Reg.98/02, as amended 

 In an evaluation year for a teacher, the consultation must 

include a meeting between the teacher and the appropriate 

principal in the course of the teacher’s performance 

appraisal for the year. 

ALP Tips: 

 Extra-curricular activities and community involvement should 

not be part of the ALP.  These activities are not among the 

duties of teachers in the Education Act and regulations. 

Make June 30 the completion date for your ALP. 

Arrival/Departure Times (Reg. 298 , Sect. 20) 
Teachers must be in the school or on an assigned duty at least 15 

minutes before the beginning of opening exercises or before 

instruction begins in the morning, whichever comes first, and 5 

minutes before instruction begins in the afternoon.  Teachers may 

leave school as soon as their students are safely dismissed from the 

building following the dismissal bell provided they have no assigned 

duty. 

Assessment Days (Col. Agr. L.G.2.0) 
 Two Professional Activity Days will be designated for the 

purpose of assessment and completion of report cards and 

such.  (Col. Agr.  L.g.2.0)  

 There is one such PA day in the first term and one in the 

second term 
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Benefits (ELHT – Employee Life Health Trust)  
Refer to Col. Agr.  L.C.1.0 and C.5.0 
 
For all benefit questions and/or to access the Benefit Booklet, 
contact OTIP at 1-866-783-6847 or go to the OTIP website at 
www.otip.com  
 
 The ELHT covers: 

 Semi-private hospital stay 

 Drug plan ($2 deductible per prescription; max $11 

dispensing fee; mandatory generic substitution…) 

 Vision care:  $500 max every 2 benefit years; includes eye 

exam once every 2 benefits years and laser eye surgery 

 Hearing Aids: $1000 every 5 benefit years 

 Basic dental coverage at previous year’s Ontario Dental 

Association (ODA) rate (9 month recall for adults…) 

 Orthodontics: 50% coverage to a lifetime max of $3500 

 1 x salary life insurance 

 Chiropractor/Osteopath up to $1000/benefit year 

 Massage therapy, up to $1000/benefit year, doctor’s referral 

required 

Teacher may elect to pay premiums for: 

 Double, Triple or supplemental life insurance 

Bus Duty 
 Teachers responsible for students’ safety when they are 

getting on or off the bus or passing through the bus-loading 

area 

 Teachers cannot be required to and shall not direct 

motorized traffic 
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 Teachers not required to, nor shall they, assist students 

getting into or out of vehicles nor open and close car doors 

CAREpath 
 Cancer assistance program provided through OTIP as part of 

LTD coverage 

 Complete confidentiality assured 

 One-on-one telephonic counseling and support by personal 

Cancer Nurse 

 If you, your spouse or dependent child have been recently 

diagnosed with cancer, or a cancer recurrence, call CAREpath 

at 1-800-290-5106 and quote LTD policy #50188-116 

Category Placement (see Salary) 

Child Abuse 
 Teachers are legally responsible and must report all 

suspected cases directly to Children’s Aid Society or other 

similar agency 

 Teachers are not required to follow Code of Ethics if 

reporting another teacher to agency or school administrator 

around suspected sexual abuse (see page 6 of the Code of 

Ethics “Are there Exceptions to the 18(1)(b) obligation”) 



6 
 

ETFO-YR Member Handbook                                            November 2022 

Child Care Leaves (See Pregnancy and Adoption) 

Class Size  
The chart shows the ranges that are used as a guideline when 

organizing class sizes for the school year. 

Kindergarten classes have a maximum of 32. 

 (Col. Agr.  L.D.1.2) 
Gr. 1-3* 22+/-5  17-23* 

 Gr. 4-6  25+/-5  20-30 
 Gr. 7-8  27+/-5  22-32 

*Subject to Class Size legislation (Ontario Regulation 132/12) 

Classroom Newsletters (See also 

Communicating with Parents) 
 Teachers may choose to use this method to communicate 

with parents but are not required to do so. 

Code of Ethics (Teaching Profession Act) 
When teachers have disagreements or complaints with each other, 

they are urged to try to settle the matter by talking as one 

professional to another without involving an administrator. 

If this fails, both parties should discuss the matter together with an 

administrator. 

If teachers feel they must voice a complaint or concern about a 
colleague to the administrator, they must remember that they are 
bound by the Code of Ethics found in the Teaching Profession Act – 
Ontario Teachers’ Federation, Article 18, Duties of a Member to 
Fellow Members which states: 



7 
 

ETFO-YR Member Handbook                                            November 2022 

A member shall:  (1)(b) on making an adverse report about 

another member, furnish him (her) with a written statement 

of the report at the earliest possible time and not later than 

three days after making the report. 

This means teachers must tell the person(s) about whom they 

complained in writing within 3 days of making the adverse report.  

The letter must state when the adverse report was made, to whom it 

was made, and the basic reason it was made. 

An adverse report is a negative report made about a member to an 

individual in a supervisory position who has authority to impose 

discipline or work sanctions against the member, or to make 

recommendations for discipline or work sanctions.  The report may 

be verbal or in writing, and will contain criticisms of the member’s 

performance and/or conduct.  An adverse report is NOT idle gossip 

or nasty, pejorative comments made amongst colleagues. 

Exceptions to the 18(1)(b) obligation: 
The student Protection Act 2002 added a new subsection (2) to a.12 

of the Teaching Profession Act... “a member who makes an adverse 

report about another member respecting suspected sexual abuse of 

a student by that other member need NOT provide him or her with a 

copy of the report or with any information about the report.” 

If you have reason to believe that a colleague has made an adverse 
report about you and has not informed you of this within 72 hours, 
consider: 

 Speaking to the teacher about your concerns; and 

 Speaking to professional relations staff in protective services 

(at ETFO – 416-962-3836) for advice 
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Code of Professional Conduct (ETFO Provincial 

Constitution, Article VI) 
A member shall: 

1. Recognize the Federation as the official voice of all the active 

members of the Federation; 

2. Adhere to the Constitution, Bylaws and Directives of the 

Federation; 

3. Support collective bargaining initiatives, including a strike 

authorized by the Executive;  

4. Refrain from undertaking or supporting actions which 

undermine established bargaining procedures; 

5. Honour the terms of the Collective Agreement; 

6. Strive to eliminate all forms of harassment between 

individuals in the educational system; 

7. Endeavour to ensure equity and inclusiveness in the 

workplace; 

8. Strive to achieve and maintain a high degree of 

professionalism and to uphold the honour, dignity and 

ethical standards of the teaching profession. 

Disciplinary Procedures (ETFO Provincial 

Constitution, Article VII) 
1. A complaint alleging violation of the Code of Professional 

Conduct shall be submitted by a member, in writing, to the 

General Secretary of the Federation within 60 calendar days 

of the date of violation or within 60 calendar days of when a 

member ought reasonably to have become aware of the 

violation. 

1.1  For the purposes of complaints arising from job action 

including a strike, the 60 calendar days commence at the 

conclusion of the job action or strike. 
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2. The complaint shall state the facts, shall include evidence to 

support the alleged misconduct and shall indicate that a copy 

has been provided to the member about whom the 

complaint has been lodged. 

3. The General Secretary or designate, shall investigate the 

complaint and report with recommendations to the 

Professional Relations Committee. 

3.1  Should the General Secretary or designate, after 

investigation, deem that a complaint against a members is 

vexatious, frivolous or an abuse of process, the full-time 

released officers of the Federation will be informed of the 

complaint, the course of the investigation and the rationale 

for dismissal. 

4. The Professional Relations Committee shall consider 

complaints referred to the committee by the General 

Secretary and report with recommendations to the 

Executive. 

5. The Executive shall determine the discipline to be enacted. 

6. The principles of natural justice shall be followed in the 

disciplinary proceedings. 

7. Members deemed to be in non-support during a job action 

may be subject to disciplinary procedures that include the 

possibility of a monetary fine of up to $500 per day. 

8. Members found to be in violation of Article VI, Code of 

Professional Conduct, shall be subject to a range of sanctions 

that may include, but is not limited to, publication of name in 

a Federation publication, suspension of the right to hold 

office in the Federation, and suspension of Federation 

services except those required by law. 
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Collective Agreement 
To access on Board website:  go to https://bww.yrdsb.ca; log on 

(enter firstname.lastname and Board password); go to Board 

Documents; C; Collective Agreements; ETFO Collective Agreement 

Communicating With Parents 
 Teachers may choose from several means of communicating 

with parents including phone calls, personal interviews, 

agendas and classroom newsletters 

 Teachers should not discuss issues beyond their own 

classroom (e.g. personnel, school property, school building, 

etc.); refer these issues to the principal 

Complaints Against Colleagues (see Code of 

Ethics) 

Consultants 
Consultants are Federation members (ETFO-YR if elementary or 

OSSTF District 16 if secondary) who work with teachers on curriculum 

and program delivery.  They do not report on teachers to 

administration and they do not evaluate teachers.  They may visit 

individual teachers only at the teacher’s request.  They may also 

provide Professional Development for staffs or small groups. 
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Criminal Records Check (see Offence 

Declaration) 

Curriculum Night 
This is a voluntary activity. 

Daycare in Classrooms 
Please refer to the poster entitled:  Quick Reference Guide to Child 

Care in Schools:  A Guide to Creating Effective Partnerships, which 

should be posted in every classroom that shares space. 

It is reasonable that students in the programme be sent to the school 

yard once morning supervision has begun.  The programme should 

not impinge on a teacher’s ability to manage and prepare the 

classroom for lessons.  Teachers who experience problems with such 

programs that are held in their classrooms should discuss the matter 

with their principal and with the Coordinator of Community and Child 

Care at the Board, Ext. 2333. 

Deferred Salary Leave Plan (Policy/Procedure 

520) This is not part of our Collective Agreement 
This is a self-funded plan whereby teachers may take a year’s leave 

with pay by spreading X years of salary over Y years.  For example, a 

teacher on a 4 over 5 plan would work for 4 years at 80% salary while 

20% of salary was held by the Board.  In the 5th year, the teacher 

would be paid the 80% of salary that had been held back, plus 

interest.  

 Apply to Employee Services on Form P520-01 by Jan. 31 to 

start plan the following September 
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 Acceptance or denial with explanation received by May 1 

 Plan may be any length between 2 over 3 and 6 over 7 years 

 Leave must be last year of the plan 

 Teachers are responsible for paying all ELHT benefit 

premiums during year off 

 Teacher may return to same school following leave (subject 

to availability and qualifications) 

 Year of leave may be deferred for 1 year (apply by April 1) 

except for the 6/7 plan 

 May not work for YRDSB in any capacity during leave 

 May cancel/withdraw from plan any time up to April 1 in the 

year leave is to begin; full refund less applicable statutory 

deductions (CRA) 

 Call Canada Revenue for possible tax implications if within 5 

years of retirement  

 Call Ontario Teachers’ Pension Plan Board (1-800-668-0105) 

for payment of pension and pension questions 

 You are restricted to utilizing the DSLP four times while 

employed by the Board; withdrawing for any reason (other 

than medical) counts as 1 of your 4 times 

 You must work 2 years prior to enrolling in the plan again 

Dental Benefits (see Health Insurance) 
 

Diagnostic Assessment  
There is acknowledgement that “teachers’ professional judgement is 

informed by diagnostic assessment to identify a student’s needs and 

abilities and the student’s readiness to acquire the knowledge and 

skills outlined in the curriculum expectations.” (Col. Agr. C.9) 
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Key components of the Central Agreement language are: 

 Boards shall provide a list of pre-approved assessment tools 

consistent with their Board Improvement Plan and PPM 155; 

 Teachers shall use their professional judgement to determine 

which assessment and/or evaluation tool(s) from the Board 

list of pre-approved assessment tools is applicable, for which 

student(s) as well as the frequency and timing of the tool; 

 Teachers must utilize diagnostic assessment during the 

school year; and 

 The results of diagnostic assessment shall not be used in any 

way in evaluating teachers.  No teacher shall suffer discipline 

or discharge as a consequence of any diagnostic assessment 

results. 

Disability Management Program 
 Allows for modifications or accommodations to work 

assignment or location 

 Assistance with Long Term Disability Insurance claims 

 Assistance with return to work following prolonged absence 

 When requested, and only after conferring with ETFO-YR, 

members are reminded that medical information is 

confidential and should be shared only with the Disability 

Management Case Workers  

Divisional Meetings 
Attendance is voluntary; there is no requirement to attend 

Dress Code 
Professionalism and common sense should prevail. 
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Email / Websites (e.g. Facebook / Social 

Networking) 
 ETFO cautions members about potential vulnerability 

regarding the use of email, text messaging, and any form of 

social media in communicating with students; visit the ETFO 

website (Professional Relations) for full details (www.etfo.ca) 

 Advisable not to use personal email for school business or 

contact with parents 

 Do not use Board email for personal business 

 Do not use Board email for union business 

Employee and Family Assistance Plan (Policy 

218) 
 Counselling for family problems, stress, substance abuse, etc 

 Available through ComPsych at 1-855-498-9420; online 

counselling is available at guidanceresources.com (webID 

YRDSB) 

 Available to teachers and their family members 

 confidential 

 Access to legal and financial advice, wellness coaching 

Employment Insurance (see Pregnancy and 

Adoption or Parents of Critically Ill Children) 

EQAO 
It is ETFO’s position that teachers not participate in marking these 

tests 
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Evening/Weekend Activities 
All activities outside of the instructional day are voluntary. 

Extended Health care (see Health Insurance) 

Extra-Curricular Activities  
 See Col. Agr. L.E.7.0 

 Voluntary for all teachers 

 Recognized as valuable for students 

 Includes all activities outside of the instructional day (i.e. 

meet the teacher, curriculum nights, concerts, etc…) 

Faith Day  
(See Col. Agr. L.A.3.12, L.C.6.1.7, L.C.6.2.6) 
A Faith Day is a day of religious significance to a group or individual.  

Up to 3 days may be taken for a sincerely held religious belief 

without charge to sick leave or non-personal illness days.  An 

additional 2 days may be taken, charged to non-personal illness days.  

Contact x2304 (Board).  The Faith Day forms are online on the 

Board’s bww portal.  Click on “Board Documents,” then “F,” then 

“Faith Days” and the forms are in the right-hand column. 

The deadline for submitting the Faith Day request form is September 

30 of that school year. 

Federation Fees 
 Determined by delegates at ETFO Annual Meeting in August 

 Deducted from salary 

 1.4% of gross annual salary 
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Field Trips 
 Attendance/participation voluntary 

 Teachers not required to organize, reschedule or pay back 

duties 

 Do not drive students (see Transporting Students) 

 Inform administrator of supervisory duties that will need 

coverage; administrator is responsible for arranging duty 

coverage 

 Lost preparation periods must be repaid if the teacher did 

not choose the date of the field trip (e.g. Outdoor Ed Centre) 

 Dates and trip arrangements are subject to the principal’s 

approval 

 Teachers are not responsible for setting up, monitoring, or 

administering School Cash Online 

Fifth Disease  
(See Col. Agr. L.C.6.2.3, L.E.2.2)   
All teachers of childbearing age are strongly encouraged to be tested 

for immunity against this disease.  If a case arises in the school, the 

principal must notify all staff immediately and post a notice on the 

school doors to advise visitors to the school.  Pregnant teachers and 

teachers who think they might be pregnant and who have not been 

tested for immunity should have the test right away.  Teachers who 

are not immune, are awaiting test results or whose doctor so advises, 

should inform their administrator that they are willing to be 

relocated to a work site where no cases of Fifth Disease have been 

reported.  They may remain at home with no loss of pay or sick leave 

until a relocation is determined.  If they decline the relocation, the 

absence will be charged to their Sick Leave. 



17 
 

ETFO-YR Member Handbook                                            November 2022 

Health and Safety 
 Bulletin board in every school for contact information 

 All health and safety concerns must be reported to the 

principal immediately 

 Minimum room temperature 18°C/68°F; no maximum.  Each 

site must have and share a Hot Weather Action Plan. 

 Must abide by safety codes; wear required Personal 

Protective Equipment as per Safety Plans 

 Report all worker accidents and incidents immediately using 

the online Accident/Incident (P540-02) Reporting Form.  The 

form can be found on the BWW in the Employee Self-Serve 

section, under My EForms. 

 All violent incidents directed at a worker are required by law 

to be reported on the Accident/Incident Reporting eForm, 

regardless of mitigating circumstances.  A violent incident is 

defined as the attempt of, threat of, or actual physical harm. 

 Report all student “serious incidents” that could lead to 

suspension or expulsion using the online Safe Schools 

Incident Reporting Form (which you have witnessed or are 

aware of).  May include student on student, or student on 

staff violent incidents. 

 Principal must advise all staff immediately of any potential 

health and safety hazards in the workplace such as asbestos, 

lead water, Fifths Disease, individuals with a history of 

violence, etc.    Plans to protect workers must be developed 

and shared with staff.Teachers have the right to refuse 

unsafe work.  There are limits to the rights.  Follow the P540-

01 procedure.  Contact ETFO-YR for information. 

 For questions or concerns, contact the ETFO-YR Health and 

Safety Officer at healthandsafety@etfo-yr.on.ca 
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Inclement/Severe Weather Days 

(Policy/Procedure 152) 
 Emergency Weather Day (152.3)– extreme weather 

conditions that require the closure of all schools and 

workplaces across the system. 

 Extreme Cold Weather Day (152.1) – temperatures reach 

extreme cold, requiring the cancellation of school buses and 

taxis; schools and workplaces remain open and all regular 

Board operations continue 

o Staff expected to be on duty at their regular work 

location 

o Staff may not bring children to their work location 

 Inclement Weather Day (152.2) – winter weather conditions 

require the cancellation of school buses and taxis; schools 

and workplaces remain open 

o Teachers shall make every reasonable effort, 

consistent with personal safety, to be on duty at 

their regular location or an alternate Board location 

unless instructed otherwise by the Board 

o Teachers may report to any YRDSB public school 

without loss of salary, sick days or non-personal 

illness days (advise Principal/Vice-Principal of 

alternate work location) 

o Teachers shall not bring children to their work or 

alternate work location 

o Teachers who are unable to safely attend their work 

location must contact their Principal/Vice-Principal 

by telephone and email, and must receive 

authorization from the Principal/VP prior to coding 

the absence (absences may not be approved by the 

Principal Designate or office staff members) 
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o Teachers may not use a personal illness code for an 

absence due to their inability to travel safely to work 

o For unauthorized absences, teachers should 

complete the e-Form for an unpaid Short Term Leave 

of Absence to cover the absence 

 In school area not declared officially to have “emergency 

conditions,” a teacher who does not report to work for 

reasons of personal safety should so inform the principal and 

may apply to have the absence charged to non-personal 

illness days 

Infant Care Leave (see Pregnancy and Parental 

Leaves) 

In-School Team Meetings 
It is expected that In-School Team Meetings will occur during the 

instructional day.  In-School Teams occurring outside of the 

instructional day are voluntary. 

Instructional Day  
 Col. Agr. L.E.6.2 

 300 minutes per day 

 Between the beginning of opening exercises or the start of 

instruction, whichever comes first, and the final dismissal for 

the day, exclusive of lunch and recess 

 Time between first entry bell and opening exercises or the 

start of instruction, whichever comes first, counts as part of 

the out-of-class supervision duty for those teachers so 

assigned; other teachers required only to be in the school, 

not halls or classrooms 
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Interviews (see Parent-Teacher Interviews) 

Job Security (Col. Agr. L.F.1.0) 
The Board will guarantee that no teacher currently on staff or hired 

during the term of this agreement will be declared redundant to the 

Board during the term of this agreement. 

Jury Duty/ Subpoena 
 See Col. Agr. L.C.6.2.1 

 Does NOT apply to members appearing in court as a plaintiff 

or as a defendant 

 Paid absence if summoned to serve as a juror or if being 

subpoenaed as a witness in a court proceeding, provided the 

teacher pays to the Board any fee exclusive of travel 

allowance and living expenses he/she receives as a juror or 

witness 

 Contact YRDSB at Ext. 2220 

Lead Teachers  
 See Col. Agr. L.B.6.0 

 Minimum 1, maximum 4 per school 

 Responsibility allowance (see Appendix B) 

 Appointed by principal after consultation with staff as to 

need and desirable characteristics 

 Additional preparation time may be offered 

 Schools shall only select from the types of Lead Teacher 

positions (with corresponding Terms of Reference) as 

available on the list determined centrally by the Board 
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Leaves of Absence  
 See Col. Agr. L.C.6.0 

 All leaves, with the exception of statutory leaves, are granted 

at the discretion of the employer 

 Without pay (other than leaves as listed in L.C.6.2) 

 Request before May 1 for following school year 

 One year long; may later request extension to two years 

 Teacher pays all benefit premiums 

 Sick leave days to not accumulate 

 Return to work following school break or when vacancy 

occurs 

 Special Leave may be requested at any time, for any length 

up to one year; may request extension to two years 

 Return to same school if leave for one year or less 

 Unpaid Leave Days (see “Personal Days”) 

Long Range Plans 
 May consult with grade partners to streamline 

 Submit to administrator no earlier than the end of 

September 

 IEP’s are the long range plans for identified students 

Lunch Break  
 See Col. Agr. L.E.3.1 

 Minimum 40 uninterrupted, continuous minutes every day 

 No supervisory, teaching, or administrative duties 

 Lunch and Learns shall not take place 
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Lunchtime Meetings 
 Meetings cannot be called by administration or those acting 

in an administrative capacity (i.e. Lead Teachers, those in 

positions of authority) 

 Voluntary, may occur outside of the 40 uninterrupted, 

continuous minutes of lunch break only 

 Lunch and Learns shall not take place 

Maternity Leaves (see Pregnancy and Adoption) 

Medical Leaves 
 Members requiring a medical leave of absence are strongly 

encouraged to contact the YRDSB Disability Management at 

disability.management@yrdsb.ca 

 Members may contact an ETFO-YR Vice President for support 

Meet the Teacher Event 
This is a voluntary activity. 

Mileage 
Teachers may be eligible for mileage expenses incurred when 

working at multiple worksites, or when required to attend PD for 

part of the day (multiple worksites in the same day) 

New Teacher Induction Program (NTIP) 
 Call ETFO-YR if rating Development Needed or Unsatisfactory 

 Comprised of 4 components 

mailto:disability.management@yrdsb.ca
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o Orientation for all new teachers to the school and 

School Board 

o Mentoring 

o Professional development and training in specified 

areas 

o Performance appraisal (2 in first 12 

months/extendable to 24 months) 

 Teachers are considered “new teachers” for the purposes of 

NTIP until they successfully complete the New Teacher 

Induction Program (2 satisfactory evaluations) 

Newsletters (see Classroom Newsletters) 

Occasional Teachers 
Daily Occasional Teachers and Long Term Occasional Teachers are 

members of a different bargaining unit than permanent contract 

teachers.  Their Local is ETFO-YR Occasional Teachers.  To contact the 

ETFO-YR-OT President Nadia Ciacci, call 905-726-7925 or email at 

president@etfo-yr-ot.ca 

Offence Declaration  
 See Ed. Act Reg. 521 and 323, Col. Agr. L.E.9.0 

 A provincial requirement of all staff upon being hired or 

transferred 

 An annual declaration confirming no change in status is 

required, and is completed electronically 
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Parents of Critically Ill Children (PCIC) 
 Eligible parents who take leave from work to provide care or 

support to their critically ill or injured child can receive 
benefits for up to 35 weeks.  

 To be eligible for the PCIC benefit, you must be able to show 
that:  

o Your regular weekly earnings from work have 
decreased by more than 40% because you need to 
provide care or support to your critically ill or injured 
child  

o you have accumulated 600 insured hours of work in 
the 52 weeks prior to the start of your claim, or since 
the start of your last claim, whichever is shorter  

o you are the parent of a child who is critically ill or 
injured your child is under 18 years of age at the time 
the 52-week window during which PCIC benefits can 
be paid opens (based on the date the specialist 
medical doctor states that your child became 
critically ill or injured)  

Part-Time Teachers: 

Staff Meetings and Part-Time Teachers 

 Part-time teachers are not expected to attend staff meetings 

on days/half days when not scheduled to work 

Part-Time to Full-Time / Full-Time to Part-Time  

 (Col. Agr. L.D.5.0 and L.F.6.0) 

 Teachers who wish to change from part-time to full-time or 

full-time to part-time the following school year must apply by 

March 1 to their Superintendent of Schools 

 Part-time to full-time in own school shall be offered: 

o Prior to placement of newly hired teachers 

o After system surplus teachers are placed 
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o Provided increase in time does not directly create 

surplus/redundancy at the school 

 Qualified Part-Time teachers will be considered for increased 

FTE in their current school until the last Monday in August. 

PA Days and Part-Time Teachers 

 (Col. Agr. L.E.20.0)  Following the first PA day but no later 

than September 30th, and following consultation with the 

part-time teacher, the principal, using the approved tools, 

will create and provide to the teacher a schedule that aligns 

with the Board direction in respect to the teacher’s 

obligation for attendance on PA days for the school 

 ETFO-YR has developed and shared an Excel 

Spreadsheet/tool to assist part-time teachers in calculating 

their attendance at PA days.  The annual YRDSB memo 

“Guideline – Professional Activity Days for Part Time 

Teachers” also includes a link to a (different) calculator to 

assist part-time teachers in calculating their attendance at PA 

days.   

 Part-time teachers should arrange to attend the same 

percentage of PA days as the percentage they are employed 

for (a 50% teacher would come to 50% of the PA days).  The 

time a teacher attends on each day depends in part on 

collective agreement entitlements and training/compliance 

requirements and is determined at the school level, as part 

of a discussion between the administrator and the part-time 

teacher. 

 The Assessment/Report Card PA days should be treated as a 

package of 600 minutes, pro-rated for part-time teachers, 

and counted separately from the remaining 5 PA days 
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o E.g. 50% teacher is entitled to 300 minutes over the 2 

Assessment/Report Card PA days, and a 75% teacher 

is entitled to 450 minutes over the 2 PA days 

 Teachers should arrange to attend the following PA days and 

count them towards their total attendance at the remaining 

5 PA days: 

o Parent-Teacher Interview Day (including the ½ day 

release following evening interviews) 

o Professional Half Days (scheduled as the second half 

of 2 PA days) pro-rated to equal percentage 

Example 
Scenario:  0.5 teacher; 2 Assessment +5 PA days in year = attend 
equivalent of 3.5 PA days 
 Attend 1 Assessment/Report Card Day  = 1 day 
 Attend Parent-Teacher Interview Day  = 1 day 
 Attend 1 of Professional Half Day  = .5 day 
     Total so far: 2.5 days 

Therefore, choose the equivalent of 1 additional PA day (300 

minutes) to attend 

Parent-Teacher Interviews 
 Duty of teachers to report student progress to parents 

 Scheduled by teacher as needed at mutually convenient time 

 Evening interviews, including Interview Night, are voluntary 

 May be in person or by phone 

 Professional Time (Col. Agr. L.E.15.0) – teachers who 

participate in the “Interview Night” scheduled prior to the 

report card interview day, shall be released at a point 

equivalent to half the instructional day (150 min.) on the PA 

day 
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Peer Coaching and Mentoring  
 See Col. Agr. L.E.13.0 

 Voluntary 

 Information from coaching or mentoring cannot be used in 

TPA 

 Mentors/Coaches are responsible under the Code of Ethics 

(Teaching Profession Act) (see Code of Ethics section in this 

Handbook) 

“Personal Days” (Unpaid Leave Days) 
 See Col. Agr. L.C.6.4 

 Short term leave of absence without pay may be granted for 

unavoidable or extraordinary personal matters for up to 3 

days per year or up to 3 non-consecutive days per year to 

attend to personal matters, subject to the pre-arrangement 

on an Occasional Teacher to provide coverage 

 Apply using e-form for short term leave 

Police Checks (see Offence Declaration) 
  

Postpartum Sick Leave (see Pregnancy and 

Adoption) 
 

Pregnancy and Adoption: 

Pregnancy and Parental Leaves  

 See Col. Agr. L.C.7.0 
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 Pregnancy leave, up to 17 weeks, for biological mothers only 

 May use sick leave prior to pregnancy leave for pregnancy-

related illness 

 Parental leave, up to 61 weeks for birth mother immediately 

following pregnancy leave or upon receipt of adopted child, 

and for non-birth parent within 52 weeks of birth or receipt 

of child 

 ELHT covers usual ELHT-paid premiums; teacher may 

continue to pay teacher-paid benefits 

 Seniority accrues during leave for up to 1 year 

 Return to same school and position (usually same 

assignment) 

 Salary increase up to 1 year, if eligible, upon return to work 

 Detailed pamphlets available from Employee Services at 

Board and from ETFO-YR 

Adoption Leave/Parental Leave  

 See Col. Agr. L.C.90  

 Up to 37 weeks 

 Return to same school and assignment 

 ELHT covers usual ELHT-paid benefits; teacher may continue 

to pay teacher-paid benefits 

 Seniority accrues during leave period 

 Salary increase up to 1 year, if eligible, upon return to work 

Child Care Leave  

 See Col. Agr. L.C.10.0 

 Available to teachers who have worked for YRDSB for at least 

2 years and have passed their probationary period 

 Begins immediately following Adoption/Parental Leave 

 Apply at the same time as Adoption/Parental Leave or within 

30 days of end of Adoption/Parental Leave  
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 May not exceed 2 years including time for Adoption/Parental 

Leave 

Employment Insurance 

 Available following 600 hours of insurable earnings 

 Full-time teachers calculated at 8 hours per instructional day; 

part-time teachers pro-rated 

 choose between standard (12 months) parental benefits or 

extended (18 months) parental benefits 

 Only one claim may be made for each birth or adoption; two 

parents sharing a parental leave or taking a parental leave 

separately should contact E.I. for specifics of their case 

 Contact E.I. at www.servicecanada.gc.ca 

Infant Care Leave  

 See Col. Agr. L.C.8.0 

 Available to teachers who have worked for YRDSB for at least 

2 years and have passed their probationary period 

 Begins immediately following Pregnancy/Parental Leave  

 Apply at same time as applying for Pregnancy/Parental 

Leave, or no later than 30 days prior to the end of 

Pregnancy/Parental Leave 

 May not exceed 2 years including time for 

Pregnancy/Parental Leave 

Supplemental Employment Benefit (SEB) Plan  

 See Col. Agr. L.C.11.0, L.C.12.0 and C.10.2 

 For Pregnancy/Parental Leave: Total of 8 weeks of “top-up” 

for birth mothers 

o For the 1-week waiting period before E.I. begins, the 

employee will be paid 100% of salary 
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o During the following 7 weeks, the employee’s E.I. 

benefit will be supplemented to 100% of his/her 

regular salary 

o SEB applies throughout the calendar year 

o There will be no deduction from the employee’s sick 

leave account during these 8 weeks 

o Must prove eligibility for, and receipt of E.I. in order 

to claim 

o Must apply via E-form (in the self-serve area of the 

bww) 

 For Adoption/Parental Leave:  Total of 5 weeks of “top-up” 

for partners 

o Only if SEB not taken by birth mother, if mother is 

employee of YRDSB 

o For the 1-week waiting period before E.I. begins, the 

employee will be paid 100% of salary, as long as birth 

mother has not served the waiting period for E.I. 

o During the following 4 weeks, the employee’s E.I. 

benefit will be supplemented to 100% of his/her 

regular salary 

o SEB applies throughout the calendar year 

o There will be no deduction from the employee’s sick 

leave account during these 5 weeks 

o Must prove eligibility for, and receipt of E.I. in order 

to claim 

o Must apply via E-form (in the self-serve area of the 

bww) 

Preparation Time  
 See Col. Agr. L.E.5.0 

 240 minutes per week 
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 During instructional time 

 Minimum 20 minutes blocks 

 If leaving school premises for professional business, must 

receive principal’s permission 

 Can only be rescheduled because Occasional Teacher not 

available, or in case of emergency 

o There should be a prep payback log in the office 

where teachers should log missed prep 

o Teachers are strongy encouraged to also keep their 

own personal log of missed prep time 

o Should be given 24 hours notice for prep payback; 

can say no if shorter notice 

Principal Designate  
 When there is neither a principal nor a vice-principal in the 

school, who are not available in a timely fashion, a teacher 

shall be asked to assume those responsibilities (Col. Agr. 

L.D.6.1) 

 Voluntary position; teacher cannot be assigned 

 Occasional Teacher coverage not guaranteed 

 No discipline or evaluation of staff members 

 All teachers eligible 

 It is the position of ETFO that Stewards not hold the position 

of Principal Designate during the term of office as Steward 

 Staff shall be notified as to who is the designate 

Professional Judgement 
“Professional Judgement” shall be defined as judgement that is 

informed by professional knowledge of curriculum expectations, 

context, evidence of learning, methods of instruction and 
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assessment, and the criteria and standards that indicate success in 

student learning.  In professional practice, judgement involves a 

purposeful and systematic thinking process that evolves in terms of 

accuracy and insight with ongoing reflection and self-correction.  

(Col. Agr. C.2.5) 

As an educator exercising your professional judgement, you should 

be prepared to provide rationale for the decisions you make. 

Professional Learning Funding 
 Available from Board and ETFO-YR 

 From ETFO-YR, up to $200 (for registration only) every 2 

school years, for PL not sponsored by ETFO 

 From ETFO-YR, up to $200 (for registration only) once per 

school year, for PL sponsored by ETFO 

 Cannot apply for ETFO-YR funding assistance if you are in 

receipt of or planning to apply for funding/subsidy from 

another source (e.g. OTF subsidy, YRDSB AQ Courses) 

 Please visit the Professional Learning Committee page at 

www.etfo-yr.on.ca to view the complete funding policies and 

to print funding applications 

Professional Half Day Planning Time  
 See Col. Agr. L.G.1.0 

 The 2 half days shall be scheduled, Board-wide 

Professional Learning Community  
 See Col. Agr. L.E.14.0 

 Voluntary if outside of instructional day 

 Cannot be used in TPA 
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Protected Dates 
 The ETFO-YR Annual Meeting and Annual Dinner are 

protected dates.  No Board activities or meetings which may 

interfere with a member’s ability to attend, can be 

scheduled. 

 For the 2022-2023 school year, the protected dates are: 

o ETFO-YR Annual Meeting:  May 11, 2023 

o ETFO-YR Annual Dinner:  June 14, 2023 

Related Experience (see Salary) 

Report Cards  
 1 Progress Report, 2 Provincial Report Cards per year 

 Interim reports on individual students’ needs basis only 

 No imposed peer editing  

 Comment library, approved by YRDSB, available on MxWeb 

 Deadlines for report cards to be established in consultation 

with the teachers, by Sept 30 each year (Col. Agr. L.E.8.3) 

 Expectations for report cards in the areas of content and 

format shall be established in consultation with teachers 

following the staff meeting in October and no later than 

October 15 (Col. Agr. L.E.8.3) 

 Only 1 revision per term (Col. Agr. L.E.8.4) 

 Arts strands (visual arts, music, drama, dance) need be 

reported on only in the terms in which they are taught, but 

at least once each during the school year (3 of 4 strands per 

report). 

 If you teach it, you must report on it (e.g. if music is taught all 

year, it is reported on all year). 
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 Science and Social Studies must be taught and reported in 

each reporting period (including the Progress Report) 

 Professional Time (Col. Agr. L.E.15.0) – teachers who 

participate in the “Interview Night” scheduled prior to the 

report card interview day, shall be released at a point 

equivalent to half the instructional day on the PA day 

Resignation 
 Advised to call ETFO-YR before taking any action 

 No legal requirement to give notice, but as a professional 

courtesy, give as much notice as possible 

 Notice of Resignation to be submitted via E-form (in the self-

serve area of the bww) 

Responsibility Allowance (see Appendix B) 

Retirement 
 Watch for ETFO and/or Board workshops held each year 

 Submit notice of retirement via E-form (in the self-serve area 

of the bww) indicating date of retirement  

 Allow at least 2 months for Board to process retirement 

gratuity 

 Contact Ontario Teachers’ Pension Plan Board; allow at least 

2 months for pension processing (www.otpp.com)  

Retirement Gratuity  
Col. Agr. L.C.4.0  
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*Teachers beginning employment with the YRDSB after August 31, 

2012 are ineligible for any Retirement Gratuity, as per the terms of 

Bill 115 

By accumulating days in their Retirement Gratuity Account over the 

course of their employment with the YRDSB prior to September 1, 

2012, teachers who have been with the Board for at least five years 

are entitled to a lump sum payment when they retire to a teacher’s 

pension or a disability pension.  It works like this: 

Payout is calculated by dividing the number of eligible days in the 

Gratuity Account as of August 31, 2012 by 200 and then multiplying 

by the annualized salary as of August 31, 2012. 

     Number of eligible days in   Annualized salary as 
Gratuity Account as of Aug 31/12    X of August 31, 2012 
 200 for teacher     

A teacher has the choice of receiving the Retirement Gratuity within 

35 days of retiring or deferring payment until the following January 

31. 

Returning Late from Holidays (Policy 582) 
 Teachers expected to plan to return to work at appropriate 

time 

 Notify principal immediately if unexpectedly delayed 

 Upon return to work, submit E-Form Request for Short Term 

Leave of Absence (available on BWW) along with proof that 

every reasonable effort was made to return on time 
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Right to Federation Representation 
If the Board requires a teacher to attend a meeting in order to 

formally investigate the professional conduct of a teacher or in order 

to receive a verbal or written reprimand, suspension or discharge, 

the supervisor will inform the teacher that he/she has the right to 

have a Union representative present at such a meeting and inform 

ETFO-YR that a meeting is to take place.  If the teacher elects to have 

Union representation or if the Union elects to be present, no 

discussion of the issues will take place until a Union representative is 

present, in a timely fashion.  (Col. Agr. L.A.7.2) 

Salary 

Additional Degrees  

 See Col. Agr. L.B.8.0; Appendix C 

 May claim for one additional degree (the highest) only 

 Allowance not paid for degrees already used for category 

advancement 

 Allowance may pierce top of salary grid 

Category Placement  

 See Col. Agr. L.B.1.0 

 Based on Statement of Evaluation in accordance with 

Programme 4 or 5 from the Qualifications Evaluation Council 

of Ontario 

Payment Dates 

 See Col. Agr. L.B.10.0 

 First pay on first regularly scheduled pay date in September 

as per the Payroll pay calendar posted on the bww 

 Every two weeks, on Friday 

 3.85% per pay period during school year 
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 Remainder of pay (usually 19.15%) on last school day in June 

 Direct deposit 

Related Experience  

 See Col. Agr. L.B.2.5.7 

 Must be claimed within 1 month of hire for payment in the 

first year, or apply by June 30 in the first year to be paid in 

the 2nd year 

 Used to advance on the salary grid 

Salary Grid (Col. Agr. L.B.5.2, see Appendix A) 

Upgrading Qualifications  

See Col. Agr. L.B.4.0 
When a teacher completes all the courses required to move up to a 

higher salary category, he/she must submit all of the necessary 

documents to QECO to receive a new Statement of Evaluation. 

For qualifications completed between January and August, the 

Statement of Evaluation must be submitted to the Board by 

December 31 in order for the upgraded salary to be retroactive to 

September. 

For qualifications completed between September and December, the 

Statement of Evaluation must be submitted to the Board by May 31 

in order for the upgraded salary to be retroactive to January. 

If a teacher fails to meet these dates, the upgraded salary will be 

retroactive only to the month in which the Statement of Evaluation 

was submitted to the Board. 

Sometimes QECO becomes backlogged and Statements cannot be 

processed in time.  If this happens, a teacher should submit a Notice 

of Expected Change of Category (form P532-16) to the Board by 

December 1 or May 1 respectively.  This Notice should state that, 
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through no fault of the teacher, the Statement of Evaluation may be 

delayed. 

School Cash Online 
Teachers are not responsible for setting up, monitoring, or 

administering School Cash Online 

School Staffing Committee  
 See Col. Agr. L.D.3.0 

 Steward co-chairs this committee with the Principal 

 Any teacher who is interested is welcome to participate 

 Interested teachers should notify their Principal and Steward 

in writing 

 Comprised of admin, ETFO-YR Steward, and at least 2 other 

members of school’s teaching staff 

 To assist in development of school organization and staffing 

model 

 Suggestion to keep meeting notes 

 Final decisions are responsibility of the school admin 

 Meeting dates and staff input received must be documented 

School Steward 
 See Col. Agr. L.E.1.1 and L.E.1.2 

 The official ETFO and ETFO-YR representative in each 

worksite; 

 Follows Terms of Reference for ETFO-YR Stewards (see inside 

back cover 

 Call and conduct Union meetings as required 

 Distribute and collect Union information 
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 Attend all mandatory Stewards’ meetings, or send an 

alternate 

 $500 honorarium (subject to fulfillment of Steward Role and 

Responsibilities) and mileage to mandatory meetings 

 All ETFO-YR members in good standing are eligible 

 Elected by teachers at end of school year for next school year 

(secret ballot if more than one candidate); teacher may 

nominate self or others 

 Current Steward notifies ETFO-YR of next year’s Steward 

 Stewards’ Binder accessible to all ETFO-YR members 

School Year  
 See Ed. Act. Reg. 304 

 194 days between September 1 and June 30 including 6 

Professional Activity Days and 1 Professional Training Day 

Seniority  
 See Col. Agr. L.D.9.0 

 For teachers hired before September 1, 2005 as elementary 

teachers, seniority is determined by length of continuous 

employment with YRDSB as a Teacher (not an Occasional 

Teacher) 

 For teachers hired after September 1, 2005 as elementary 

teachers, seniority is determined by length of continuous 

employment with YRDSB as an ETFO-YR member 

 Teachers are assigned a seniority number determined by lot 

on the day they commence work 
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Sick Leave  
 See Col. Agr. L.C.2.0 – L.C. 4.0 

 11 personal illness days allocated to you on the first day 

worked of any school year, paid at 100% salary and 120 short 

term sick leave days paid at 90% of salary (both allocations 

pro-rated for part-time teachers) 

 Unused personal illness days (out of the 11) may be carried 

over to the next school year only, for the purpose of topping 

up short term sick leave to 100% salary 

 Only that portion of a day that a teacher is absent (e.g. one 

half; one third) is charged to that teacher’s sick leave account 

 A doctor’s note verifying an absence may be required, when 

requested by a superintendent, usually after 5 consecutive 

days or after 20 absences in the same school year.  Doctor’s 

notes are submitted to Human Resources, never to the 

Principal or Superintendent. 

 Up to a total of 5 non-personal days, pro-rated for part-time 

teachers (“bucket days”) per year can also be used for (see 

L.C.7.0): 

o Family illness or death (max 3 days per year) 

o Writing exams (1 day per exam) 

o Moving (1 day per year) 

o Own, spouse’s or child’s convocation from post-

secondary institution (1 day per occasion) 

o Funeral (1 day per occasion) 

o Birth of employee’s child where individual is not 

accessing maternity or adoption leave, to be taken 

upon release of child into care, custody or control of 

the employee (5 consecutive days) 

o Faith Days (up to 2, beyond the 3 days of eligibility 

under L.C.6.2.6) (see Faith Days) 
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o Inclement weather days (when authorized as per 

Board Policy) 

o Emergencies (principal’s discretion) 

o Exceptional circumstances (Director’s discretion) 

Snow Days (see Inclement Weather Days) 

Staff Meetings  
 See Col. Agr. L.E.16.0 

 Staff meetings cannot be called during the summer holidays 

 Regular staff meetings shall be scheduled by the Principal in 

consultation with the teaching staff and upon consensus 

whenever possible (max. 10 per school year) 

 Staff meetings shall regularly be scheduled during the first 

full week of every month.  The dates of the regular staff 

meetings shall be set within the first month of the school 

year and communicated to all teachers. 

 Start no later than 15 minutes after students’ dismissal 

 Maximum 75 minutes in length 

 End no later than 5:00 p.m. 

 Attendance expected but not mandatory at regular staff 

meetings 

 Part-time teachers not expected to attend on 

days/afternoons when they are not working 

 Teachers not attending are responsible for finding out missed 

information 

 May include PD and/or operational matters 
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STAR System 
 A phone-in/online system used to book teacher absences 

 Call STAR (905-727-7071 or 1-877-809-8053) or go to 

https://star.yrdsb.ca, enter PIN, follow auditory instructions 

 May be used to identify occasional teacher assigned to cover 

teacher’s absence 

Student Attendance Verification 
 Teachers submit daily student attendance data through 

EDSBY 

 Teachers may be asked to verify the register (compare EDSBY 

list to PowerSchool list) 

Supervision  
 See Col. Agr. L.E.3.0 

 Maximum 60 minutes per week or 5-day cycle (pro-rated for 

part-time teachers) 

 Assigned supervision duty during entry time between bell 

and instructional day or following instructional day counts as 

part of the 60 minutes (including kindergarten dismissal) 

 Yard, hall, bus, lunchroom supervision 

 No rescheduling, trading or “payback” necessary if absent 

due to any absence, including a PD event, or field trip; advise 

administrator if absence known in advance 
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Surplus Teachers (see Teacher Transfers) 

Teacher Performance Appraisal (TPA) 
 See Col. Agr. L.E.10.0, Ed. Act, TPA Technical Requirements 

Manual 

 For Experienced Teachers:  includes those who have 

successfully completed the New Teacher Induction Program 

(NTIP) 

 Frequency: 

o For experienced teachers new to York Region:  one 

TPA in first year 

o For experienced York Region teachers:  once every 5 

years 

o Principal has authority to conduct additional 

appraisals if he/she considers it advisable due to 

circumstances relating to teacher’s performance 

o If teacher on leave during evaluation year, TPA 

performed within 60 days of return to work 

o If teacher on leave for a full school year that is not an 

evaluation year, that year does not count as part of 

the 5 year cycle 

 Administration 

o Teacher has the right to ETFO representation at any 

meeting which is part of or results from the TPA 

process 

o Teacher notified in writing, within first 20 days of 

teaching, of upcoming TPA that school year 

o TPA’s should not be scheduled in September or June 

o  Teacher shall be given at least 48 hours notice 

before a pre-observation meeting.  During the pre-

observation meeting, the administrator and the 
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teacher shall agree upon the date and time for the 

classroom observation 

o Classroom Observation usually includes literacy 

component 

o Post-Observation meeting to occur as soon as 

possible after Classroom Observation 

o Summative Report with rating within 20 school days 

of Classroom Observation; teacher may append own 

comments 

o Improvement Plan within 15 days of receipt of 

Summative Report 

o Ratings: Satisfactory or Unsatisfactory 

o Teacher should call ETFO if rating is Unsatisfactory 

Teacher’s Personnel Files  
Teachers should be aware of every document that is in their 

personnel file.  They have the right to access their file at any time 

during business hours.  They may also authorize, in writing, access to 

their file by someone else. 

Teachers shall receive copies of any materials which are placed in 

their personnel file within three (3) days of the materials being 

placed in the file.  (Col. Agr. L.A.10.2.1) 

Documents contained in a teacher’s personnel file which are of a 

disciplinary nature shall be removed from the file not more than 

three (3) years after their date of issue, provided that there is no 

recurrence of behaviour requiring additional disciplinary action.  (Col. 

Agr. L.A.10.3) 

Any document in the file may be photocopied. 
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All medical information is kept in a separate file with Human 

Resource Services and no copies should be kept in the personnel 

files. 

The Teacher’s Employment Contract, Transfer/Assignment Forms and 

Teacher Performance Appraisals are kept in the file. 

Teacher Transfers (Procedure NP 590) 

Administrative Transfers 

A principal, in consultation with the school superintendent, may 

initiate teachers’ transfers to other schools for the following school 

year.  Teachers must be informed of the reasons for this, in writing, 

by February 1.  Reasons that a principal might cite for such a transfer 

include opportunities for professional growth or more effective use 

of qualifications in another location.  However, teachers are not 

required to sign the transfer form.  Although teachers will be 

informed of their new location as soon as possible, they are free to 

pursue a different transfer on their own and have the right to 

challenge such transfer. 

Surplus Teachers  

(See Col. Agr. L.D.10.0) 
When a school’s enrolment for the following school year is expected 

to decline, fewer teachers will be required.  This means that some 

teachers must be declared “surplus” to the requirements of that 

school.  They will not lose their jobs as York Region teachers or their 

seniority, but they will have to be moved to another school beginning 

the following September. 

Surplus declarations take place no later than the last instructional 

day in March. 
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The teacher(s) who will be the one(s) declared surplus are 

determined by their seniority with the Board.  The teacher(s) who 

started work as a contract elementary teacher (not an Occasional 

Teacher) the latest will be declared surplus.  Teachers hired on 

September 1, 2005 or later will each have a unique seniority number; 

the lower the number, the higher the seniority.  If two or more 

teachers who were hired prior to September 1, 2005 have the same 

seniority number, surplus will be determined by a draw by lot. 

Some teachers are protected from being surplus.  They are teachers 

who are the only qualified people on staff to teach Core French or 

Special Education. 

If a teacher is declared surplus and accepts a transfer but the surplus 

situation in the school is later resolved, the surplus teacher may 

decide to keep the transfer as arranged or remain at the current 

school, provided this happens before the date agreed upon by the 

YRDSB and ETFO-YR. 

Teacher Transfer Exchange  

(See Col. Agr. L.F.6.0) 
ETFO-YR members may arrange an exchange of teaching 

positions/school locations with another ETFO-YR member.  This is 

subject to the Principals’ approval. 

A searchable database of ETFO-YR members interested in a Teacher 

Transfer/Exchange shall be created by ETFO-YR and posted on the 

bww during the annual transfer process. 

Transfers and Vacancies  

(See Col. Agr. L.F.6.0) 
Teachers do not relinquish their positions in their current school 

unless they accept a transfer. 
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Vacancy Lists are available online at https://bww.yrdsb.ca (click on 

the “Vacancy Lists for Elementary and Secondary” button on the right 

side of the homepage) and are updated regularly.  Teachers may 

contact the principals having vacancies to arrange an interview.  The 

Vacancy List is “frozen” for a period of time to facilitate placing 

surplus teachers. 

Once a transfer has been accepted verbally, the administrators will 

initiate the paperwork and send it to the teacher for signing within a 

few days. 

Voluntary Surplus 

If you are considering this, CALL ETFO-YR.  Teachers who have not 
been declared surplus may volunteer to replace someone who has 
been declared surplus provided: 

 The person being replaced is the person with the first right to 

recall; 

 The person being replaced wishes to be replaced; 

 The volunteer is not required in the school for program 

coverage; 

 The volunteer agrees that he/she will not later withdraw the 

offer to be voluntary surplus 

Teaching Assignment and Timetables  
(See Col. Agr. L.F.6.0) 
Teachers who are not surplused shall be notified of their tentative 

teaching assignment for the next school year no later than one week 

after surplus declarations.  The responsibility for the school’s 

organization rests with the administrator.  Assignments may change 

due to an increase/decrease in staffing or student enrolment or 

other unforeseen circumstances. 
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While teachers may provide input to the process for their own 

timetable, it is the responsibility of the Principal to create timetables 

for all teachers, assign subjects, and fill in all blocks on the timetable.   

Tentative timetables will be provided to all teachers prior to the 

conclusion of the school year.  

Teaching Assignment Surveys 
 Provide preferred assignments.  All other questions are 

inappropriate 

 Contact ETFO-YR if you receive additional questions 

Teaching Outside of Qualifications 
Other than prep coverage assignments (max 240 minutes per 5-day 

cycle), teachers can only teach outside their qualifications when they 

provide their individual consent. 

Tutoring (Paid) (Policy 222, Conflict of Interest) 
 Private tutoring cannot take place during the instructional 

day or on Board property 

 Staff must not tutor students from their school or work 

location(s) for remuneration 

 May not be advertised using school or Board connections 

 No Federation representation should issues arise 

 Be aware of Code of Ethics, Federation guidelines, and Board 

policy and procedure regarding tutoring, including comments 

about and communication with regular classroom staff, 

where applicable 

 Failure to abide by the Board Policy may result in discipline 
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Transporting Students 
A teacher should not transport students 

Travel Time 
For teachers who are required to travel for school business , travel 

time shall be scheduled outside of preparation time and the 40-

minute uninterrupted lunch. 

Unfilled Vacancies 
When a school experiences unfilled OT vacancies, the following 

options may be considered by admin: 

 As a first step, reassign a permanent teacher to cover the 

vacancy and pay back any lost prep time as per E.5.5 of the 

Collective Agreement (prep payback must be tracked within 

the school and payback must occur in a timely manner) 

 Reassign current teachers in the school to cover classes, 

preferably starting with non-classroom teaching roles that 

are available.  Where this requires the temporary collapsing 

of a particular program, this is to be balanced to avoid 

negatively impacting the same teacher/program on 

consecutive days, if possible 

Union Business 
 May be conducted on Board property 

 School Steward is official ETFO and ETFO-YR liaison 

 Bulletin board available for posting information 

 Meetings are for ETFO-YR members (permanent contract) 

 6 teachers, elected by ETFO-YR members, are released from 

teaching duties to work full-time on behalf of the Local 
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Upgrading Salary Qualifications (see Salary) 

Vacancy List (see Teacher Transfers) 

Violence 
Any incident of physical or threat or violence that is enacted upon a 

teacher by a student, parent, or colleague must legally be reported 

to the administrator (this also includes incidents involving Identified 

students).  Administrator, with the teacher, must also fill out an 

Accident/Incident Form (NP540-02) for any violent incidents and 

send it to the Board.  If the administrator is the person enacting the 

incident, the report should be made to the Superintendent of 

Schools and ETFO-YR.  Teachers must also complete a “Safe Schools 

Incident Reporting Form Part 1” and submit to the Principal.   

Teachers may also refer to the Board’s (P240) and the Safe Schools 

Policy (P668). 

Voluntary Surplus (see Teacher Transfers) 

Websites 
ETFO-YR (Local): www.etfo-yr.on.ca 

ETFO (Provincial): www.etfo.ca 

YRDSB “portal” (bww): https://bww.yrdsb.ca  
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Appendix A - Elementary Salary Grid (Col. Agr. 

L.B.5.2) 
 

Effective on Sept 1, 2021 

YEAR A A1 A2 A3 A4 

0 44260 49163 50795 54818 57412 

1 46592 52567 54549 58993 62008 

2 49308 55969 58308 63161 66596 

3 52015 59367 62062 67338 71193 

4 55100 62769 65823 71506 75792 

5 58181 66173 69580 75678 80375 

6 60272 69570 73337 79856 84973 

7 63314 72977 77098 84027 89566 

8 66345 76375 80855 88200 94162 

9 69377 79774 84614 92373 98751 

10 72414 83184 88369 96536 103348 

11x 76091     

11y 77309     

11z 81381     

 

Appendix B - Responsibility Allowances (Col. 

Agr. L.B.7.0) 

Term Appointments: 
Sept 1, 
2021 

   

 
    

Curriculum Coordinator 10809    

Consultant 9456    

Outdoor Education  2905    

Lead Teacher 677    
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Appendix C - Additional Degrees and 

Certificates Allowances (Col. Agr. L.B.9.0) 

Degree Allowances: 
Sept 1, 
2021 

   

 
    

Ph. D or Ed. D. 1607    

Master's Degree 1264    

Second Bachelor's Degree 455    

B. Ed. 455    

 
 
  

   

 Subject to B.8.2.1 or B.8.2.3, a Special Education 

Teacher will be paid the following allowance: 

Special Education Certificates 
Sept 1, 
2021 

   

(does not apply to anyone hired after 1986 as per L.B.8.2.2) 

Elementary Certificate only 777    

Elementary and Intermediate 
Certificate only (total 
allowance) 

1331    

Elementary, Intermediate and 
Specialist Certificates (total 
allowance) 

1883 1828 1828 1828 
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Appendix D - Acronyms 
AEFO Association des enseignantes et des enseignants 

franco-ontariens 
ALP  Annual Learning Plan 
AQ  Additional Qualifications 
ASD  Autism Spectrum Disorder 
 

BIPSA  Board Improvement Plan for Student Achievement 
 

CA  Collective Agreement 
CAS  Children’s Aid Society 
CB  Collective Bargaining 
CEC Community Education Centre (North, Central, East, 

West) 
CLC  Canadian Labour Congress 
CLL  Centre for Leadership and Learning 
CPI  Crisis Prevention Institute 
CPP  Canada Pension Plan 
CTF  Canadian Teachers’ Federation 
CUPE  Canadian Union of Public Employees  
           (Local 1196 – York Region Caretakers)       

(Local 1734 – York Region EOAA’s, EA’s, 
DECE’s and CYW’s) 

CYW  Child & Youth Worker 
 

DECE  Designated Early Child Educator 
DLRT  Digital Literacy Resource Teacher 
DRA  Developmental Reading Assessment 
DSP  Deferred Salary Plan 
 

EA  Educational Assistant 
EC  Education Centre (Aurora and Newmarket) 
EFAP  Employee and Family Assistance Plan 
EI  Employment Insurance 
EIS  Early Intervention Services 
ELHT  Employee Life and Health Trust 
ELL  English Language Learner 
EOAA  Educational Office Administrative Assistant 
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EQAO  Education Quality Accountability Office 
ESA  Employment Standards Act 
ETFO  Elementary Teachers’ Federation of Ontario 
ETFO-YR Elementary Teachers’ Federation of Ontario – York 

Region 
ETFO-YR OT  Elementary Teachers’ Federation of Ontario – York 

Region Occasional Teachers  
 

FAR  Functional Abilities Report (also referred to as FAF) 
FI  French Immersion 
FNMI  First Nation, Métis and Inuit 
FSL  French as a Second Language 
FTE  Full Time Equivalent 
 

HRS  Human Resource Services 
H&S  Health and Safety 
 

IEP  Individual Education Plan 
IPRC  Identification Placement and Review Committee 
IST  In-School Team 
ITS  Information Technology Services 
 

JF&CS  Jewish Family & Child Services 
JOHSC  Joint Occupational Health and Safety Committee 
 

LRC  Learning Resources Centre 
LTD  Long Term Disability  
LTDI  Long Term Disability Insurance 
LTO  Long Term Occasional 
 

MLL  Multi-Language Learner 
MOU  Memorandum of Understanding 
 

NTIP  New Teacher Induction Program 
 

OCT  Ontario College of Teachers 
OECTA  Ontario English Catholic Teachers’ Association 
OFIP  Ontario Focus Intervention Program 
OFL  Ontario Federation of Labour 
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OLRA  Ontario Labour Relations Act 
OPC  Ontario Principals’ Council 
OPSBA  Ontario Public School Boards Association 
OSR  Ontario School Record 
OSSTF  Ontario Secondary School Teachers’ Federation 
OT  Occasional Teacher 
OTC  Ontario Teacher’s Certificate 
OTF  Ontario Teachers’ Federation 
OTIP  Ontario Teachers’ Insurance Plan 
OTPP  Ontario Teachers’ Pension Plan 
 

PA  Professional Activity 
PL  Professional Learning 
 

QECO  Qualifications Evaluation Council of Ontario 
 

ROE  Record of Employment 
RTO  Retired Teachers of Ontario 
RTW  Return to Work 
 

SEB  Supplemental Employment Benefits 
SERT  Special Education Resource Teacher 
SO  Supervisory Officer (Superintendent) 
SIPSA  School Improvement Plan for Student Achievement 
SSC  Student Support Centre 
STAR  Staff Absence and Replacement 
 

 
TLT  Technology Lead Teacher 
TPA  Teacher Performance Appraisal 
 

WSIB  Workers’ Safety and Insurance Board 
WHMIS  Workplace Hazardous Materials Information System 
 

YRDSB  York Region District School Board 
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Appendix E - Contacts 
ELEMENTARY TEACHERS’FEDERATION OF ONTARIO (ETFO) 
136 Isabella Street, Toronto, Ontario, M4Y 0B5 
416-962-3836  1-888-838-3836   Fax:  416-642-2424 
www.etfo.on.ca 
 
 
ELEMENTARY TEACHERS’ FEDERATION OF ONTARIO- YORK REGION  
(ETFO-YR) 
30 Eric T Smith Way, Aurora, Ontario L4G 0Z6  
905-727-7014  416-798-7863   Fax: 905-727-2637  
By Board Courier - ETFO-YR Office   www.etfo-yr.on.ca 
Email: office@etfo-yr.on.ca 
 
 
ELEMENTARY TEACHERS’ FEDERATION OF ONTARIO – YORK REGION 
OCCASIONAL TEACHERS (ETFO-YR OT’s) 
Email: president@etfo-yr-ot.ca 
905-726-7925     www.etfo-yr-ot.ca 
 
 
OSSTF - DISTRICT 16 
110 Pony Dr., Unit 6, Newmarket L3Y 7B6               
905-836-5954  416-324-3277  Fax: 905-836-6210  
www.d16.osstf.ca Email:  d16.office@osstfd16.on.ca 
 
 
ONTARIO TEACHERS' PENSION PLAN BOARD 
5650 Yonge Street, 3rd Floor, Xerox Tower, Toronto, Ontario M2M 
4H5 
Member Hotline – 416-226-2700 (1-800-668-0105)  
Fax 416-730-7807 (1-800-949-8208) Email: inquiry@otpp.com 
Business Office – 416-228-5900 (1-877-812-7989)   
Fax 416-730-5349  Email: communications@otpp.com 
www.otpp.com 
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ONTARIO COLLEGE OF TEACHERS 
101 Bloor street West, Toronto, Ontario M5S 0A1 
416-961-8800  1-888-534-2222  Fax: 416- 961-8822 
www.oct.ca  e-mail:  info@oct.ca 
  
 
QUALIFICATIONS EVALUATION COUNCIL OF ONTARIO 
1300 Yonge St., Suite 308, Toronto  M4T 1X3 
416-323-1969  1-800-385-1030 
www.qeco.on.ca 
 
 
ONTARIO TEACHERS’ FEDERATION 
1300 Yonge St., Suite 200, Toronto  M4T 1X3 
416-966-3424   1-800-268-7061    Fax:  416-966-5450 
www.otffeo.on.ca 
 
 
ONTARIO TEACHERS' CERTIFICATES OR ONTARIO TEACHERS' 
QUALIFICATIONS RECORD CARDS 
Registrar Services  
Ontario Ministry of Education and Training 
18th Floor, Mowat Block, 900 Bay Street (Queen's Park), Toronto, 
Ontario  M7A 1L2 
416- 325-4290  416-212-0954 (ask for Education Officer) 
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EMPLOYEE and FAMILY ASSISTANCE PROGRAM (ComPsych)     
1-855-498-9420   
Online counselling at www.guidanceresources.com  WebID:  YRDSB 
   
JOHNSON INSURANCE LIMITED  
1595 Sixteenth Avenue, Suite 700, Richmond Hill, Ontario  L4B 3S5 
1-888-737-1689 Fax: 905-882-5586 
www.johnson.ca 
 

LEARNING RESOURCE CENTRE 
905-841-0820  Education Centre Ext. 3210 
 
 
ONTARIO TEACHERS INSURANCE PLAN  (including ELHT) 
125 Northfield Drive W, P.O. Box 218, Waterloo, Ontario  N2J 3Z9 
  1-800-267-6847 Fax:  1-800-346-3842 
  1-866-783-6847 
www.otip.com     
 
 
CHILDREN'S AID SOCIETY OF YORK REGION 
16915 Leslie Street, Newmarket, Ontario  L3Y 9A1 
905-895-2318  1-800-718-3850 
 
 
YORK REGIONAL POLICE  
1-866-876-5423 (for non-emergencies) 
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YORK REGION DISTRICT SCHOOL BOARD      
905-727-3141 (Aurora/King)   
905-895-7216 (Newmarket, East Gwillimbury)  
905-722-3201 (Georgina)     
416-969-8131 (Toronto/Markham, Richmond Hill/ 
Vaughan/Whitchurch-Stouffville) 
Fax: 905-727-1931 
 
Automated Switchboard: 905-727-0022 
 
Education Centre      
Consultant’s Office   

Education Centre 905-727-0022 Ext. 3208 
Regional Itinerant Special Ed. Staff 

Education Centre 905-727-0022 Ext. 3324 
Leadership Development 

Education Centre 905-727-0022 Ext. 3627 
Human Resources Services 

Education Centre 905-727-0022 Ext. 2479 
 
Community Education Centres 
CEC North 905-895-5155     416-969-8216  Fax: 905-895-7480 
CEC Central 905-884-4477     416-324-2902   Fax: 905-508-9942  
CEC East 905-940-7800       Fax: 905-940-6525 
CEC West 905-764-6830       Fax: 905-764-0261 
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Appendix F – Dates and Timelines 

(Chronological) 
 

Date  Event/Reference 
September 30 Deadline for Faith Day registration 

 
December 1 Last date to submit statement of “Notice of 

Expected Change in Category” intent to 
furnish Statement of Evaluation for upgrading 
qualifications, retroactive to September 1 
(Col. Agr. L.B.4.1) 
 

 31 Last date to submit Statement of Evaluation 
for upgrading qualifications retroactive to 
September 1 (Col. Agr. L.B.4.1) 
 

January 31 Retirement Gratuity payment may be 
deferred to this date (Col. Agr. L.C.5.10)  
 

 31 Last date to request participation in Deferred 
Salary Plan (DSP) (Policy/Procedure #520) 
 

February 1 Seniority List posted in school (Col. Agr. 
L.D.9.4) 
 

(prior to) 1 Principal/Superintendent shall notify each 
teacher being recommended for an 
administrative transfer, in writing (Procedure 
#590) 
 

March 1 Last date to apply for change of position, 
part-time to full-time or full-time to part-time 
for September 1 (Col. Agr. L.D.5.0) 
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(prior to) 1 Notify Board of intent to return from Special 
Leave of Absence on September 1 (Col. Agr. 
L.C.6.3.6) 
 

No later than the 
last instructional 

day in March 

Surplus declarations 

No later than one 
week following 

surplus 
declarations 

Tentative teaching assignments shared with 
staff 
 
 

April 1 Last date to withdraw from Deferred Salary 
Plan (DSP) (Policy/Procedure #520) 
 

May 1 Last date to apply for regular Leave of 
Absence effective September 1 (Col. Agr. 
L.C.6.3.1) 
 

 1 Last date to submit statement of “Notice of 
Expected Change in Category” intent to 
furnish Statement of Evaluation for upgrading 
qualifications, retroactive to January 1 (Col. 
Agr. L.B.4.2) 
 

 1 Acceptance or denial by Board of applications 
for DSP (Policy/Procedure #520) 
 

 31 Last date to submit Statement of Evaluation 
for upgrading qualifications retroactive to 
January 1 (Col. Agr. L.B.4.2) 
 

June  By last day of school, tentative timetables 
provided to all teachers  
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