
New Teacher & TTOC Orientation





Welcome Message
Welcome to Delta School District! We are thrilled to 
have you join our team of dedicated staff.

In this orientation, we will cover essential 
information to help you get started and succeed in 
your new role.

All staff play a crucial role in ensuring the smooth 
operation of our schools and district sites. Your 
contributions are vital to our success.





Communication & 
Resources



Outlook and Teams

• Our district messaging and collaboration system is 
powered by Microsoft 365. We use:

• Outlook for district emails, calendars, and contacts

• MS Teams for group collaboration and communication

• @deltaschools.ca District email Your email address, 
along with your login credentials (username and 
password), can be found in your hire package.

• For information on these systems and to access MS 
Teams, Outlook, and other Microsoft apps, please visit 
the Office 365 Orientation link in your hire package



Teacher 
Info on 
Teams







Connect-Ed- Microsoft Teams



Employee Connect



Employee Connect Overview

• The Connect System is a secure platform that provides employees with 
access to key resources and tools, including document management, 
payroll, leave requests, and more. It’s designed to help streamline 
processes and give you easy access to important information.

• Key Features of the Connect System:

• Employee Folder: Store and access all your important documents here.

• Absence Records: View and manage your absence records.

• Leave Requests: Submit leave requests directly for approval.

• Payroll Information: Access pay stubs, tax details, and payroll information.

• Internal Job Postings: Apply for internal positions within the District.

• Profile: Update demographics and emergency contact info



How to Login to Employee Connect

• Once you have access to your computer desktop, open an internet 
browser.

• Navigate to the Employee Connect login page:
https://cimsweb.deltasd.bc.ca/Employeeconnect/employeesignonn.aspx

• Login Credentials:

• Username: Your Employee Number

• Password: The same password used for your Microsoft 365 portal

• Press Sign In.

• After signing in for the first time, you will be prompted to review and accept 
the District Acceptable Use Agreement (AUA).

• Click the checkbox for I Accept and press Sign In.

https://cimsweb.deltasd.bc.ca/Employeeconnect/employeesignonn.aspx


Employee Connect – Folder

All documents related to your employment are uploaded here



Employee Connect – Absences

• Go to the Absences tab

• Absence Bank Summary

• Check your remaining sick leave

• Absence Calendar 

• See absences in a calendar format

• Absences & Leaves

• See absences in a list format

• Complete Request for Leave as required 

for all leaves other than Illness

• Leave Summary

• Lists status for current leave requests



Employee Connect – Absences

• Teachers:

• 15 days pro-rated for FTE
▪ Will dock pay if over-used

• Enter all absences on SmartFind

• Complete a Leave Request for all except Illness

• Leave a lesson plan

• TTOCs:

• Entitled to max. 5 paid sick days as per Employment 
Standards Act

• Per calendar year

• Submit form from Payroll folder in Teacher Info on 
Teams.

• Read FAQs



Online Leave Request

To request leave through the Employee Connect 

System:

• Click on the Absences tab

• Select "Absences & Leaves”

• Select your leave type by clicking the  dropdown 

menu

• Click “Add” to submit your leave request

• ALL leave types, other than Illness, require a leave 

request (including paid Discretionary Day)

• Read the Teacher Leave Memo in Teacher Info on 

Teams



Payroll



Payroll and Employment Verification
 

To view or print your pay details and 

Employment Verification letter:

• Click on the Payroll tab 

• Select "Deposits / Cheques“

Here you can:

• View & print your pay cheques

• Download employment verification 

letters



How To Read Your Paystub

                           
Information available in 

Teachers Info on Teams:

Teacher Info.        Payroll  
      

How to read your paystub.pdf

https://deltaschoolsca.sharepoint.com/:b:/r/sites/TeacherInfo/Shared%20Documents/Forms%20and%20Info/Job%20Shares/TTOC_Job_Share_Form_Payroll.pdf?csf=1&web=1&e=AnTlOl


Teacher/TTOC Payroll 

• Mid-month advance is 30% of gross

• All deduction come off at month-end

• EI & CPP max out usually in October

• Make sure your Category & Step are 
accurate!

• Paid bi-weekly (2 weeks holdback)

• TTOC salary – Paid on scale based on your 

experience and TQS category to a maximum 

of category 5, step 8

• Keep track of days and extra time worked

• If TTOCing for your job share partner, must 

complete form and submit to Payroll (IF you 

are above Cat 5, Step 8) (in Job Share folder 
in Teacher Info on Teams)

      Teacher                          TTOC

• Salary grids in the Payroll folder in Teacher Info

• Make sure TD1 is accurate!

READ ALL FORMS CAREFULLY!



Payroll Options 

                           
10 Month Pay Plan

• Default payment plan for 

teachers and TTOC's

• Teachers: All salary minus 
deductions are received on 
the 15th and 30th from 
September- June

• TTOCs: paid bi-weekly

12 Month Pay Plan

• Can set up any time

• 10% of gross pay is deducted 
from pay monthly

• Paid back to you in July and 
August

• No access to your money 
unless you resign or retire 
before June 30th

• Only available for contract 
teachers

2nd Bank Account

• Money is deposited to each 
account from every pay

• You decide the amount to 
divert to your second account

• You can access your bank 
accounts throughout the year

• Can keep saving longer than 
one year



What we need from you:

• All documents scanned (no photos) and emailed using ONLY your Outlook email

• TRB Certificate

• TQS Card:

• For salary category placement (will be paid at Cat. 4 if not received)

• Must submit new TQS for pay increase!

• External experience forms from previous teaching employers (for salary step 
placement)

• Seniority & Sick Days (Once in any contract, must submit within 120 days!!!)



Experience vs Seniority
Experience Seniority

Used to determine placement on the salary 
grid (your Step)

Used for securing a position

Any teaching/TTOC experience anywhere Only from BC Public Schools

Must resign from other district

Must port within 120 days of securing any 
contract 

Verification of Teaching Experience form Verification of Seniority and 
Verification of Sick Days forms

• Check out the Experience vs Seniority document in the Payroll folder in 
Teacher Info on Teams for more info

• Very important to understand the difference!



Category

• Category: determined by the Teacher Qualification Service based 
on your years of education and identified on your TQS card

• Delta has no control over your category placement

• Used for your category placement on the salary grid

• Upload your new card to your Employee Connect Folder if you 
upgrade your education



Benefits Overview
Teachers:

• Eligibility: ≥0.5 FTE assignment and valid BC 

Personal Health Number (PHN)

• You will receive a Benefits Enrolment Package 

from HR to complete and return

• District covers 100% of Extended Health and 

Dental premiums

• Mandatory Life Insurance ($100,000)

• Premiums are 60% paid by the District and 

40% by the teacher

• Optional Additional Life Insurance available 

TTOCs:

• Eligible for Extended Health 

and Dental, but responsible for 

full premium

• To enroll, send Benefits 

Enrolment Forms to HR

• Forms are available in 

Benefits folder in Teacher 

Info



Pension Overview 

• Teachers & TTOCs are eligible for a pension

• Automatic enrolment unless already receiving a pension

• Will receive TPP Welcome Package via registered mail

• This will include your Pension ID (PID) to create an online account

• Communication: Please regularly check your Delta Schools email for important 

updates, including your enrollment notice.

• For more information about the Teacher Pension Plan, visit tpp.pensionsbc.ca.

https://tpp.pensionsbc.ca/


SmartFind (SFE)



SmartFind Express – Our Call-Out 
System
 
What is SFE?
SFE (SmartFind Express) is the system we use to report absences and manage availability.

For TTOC Employees:
Please mark yourself as unavailable.

Reach out to the Subdesk @subdesk@deltaschools.ca

Follow the SFE Guide located in:
 Teams→ Teacher Info → SmartFind→ SmartFind Quick Reference 

Need Help Logging In?
Login instructions are also provided in the SFE Guide.

Elisa  – Sub Desk 604 952-5361
Calls start after 3:30pm until 10pm – start again 5:00am



SmartFind for TTOCs

• Can pick up jobs on the internet, receive an automated phone call, or a 
personal phone call

• Keep your calendar up to date using Unavail Dates 

• You can search for available jobs 

• Review upcoming and past assignments

• If you cancel a job after 7:15am, call the school!

• MUST have job number to prove job assignment and get paid

• If you are pre-arranged, make sure you accept the job on the system and 
have a job number; otherwise, the system will assign someone else



SmartFind for Teachers

• Enter date

• Time of absence may differ from time TTOC 
needed (check AM/PM)

• May request a specific TTOC but must enter 
into SFE!

• Include instructions for the day or where 
instructions can be found

• Click Continue to review

• Click SAVE!



Your Work Day



• School locator Delta School District

• Arrive early to ensure time to prepare

• Wear District ID to all sites

• Sign in at the office

• Obtain schedule and/or map and daily instructions

• Review Health and Safety Procedures/Protocols 

• Be sure about school schedule, supervision duties, and end of day 
student release procedures 

• Return keys and resources at the end of the day

Heading into a School

https://www.deltasd.bc.ca/schools/school-locator/


Health and Safety 

• All school sites have a (Joint Health and Safety Committee 
(JHSC)

• Administration, DTA, CUPE

• All School sites have First Aid Attendant. 

• Information on the JHSC and the school first aid attendant will be 
in your TTOC folder and/or the  Emergency Procedure folder in 
the classroom 



Employee Incident Reporting-Clevr

• All employee incident reporting is done through Clevr

1. Report all incidents to your site supervisor

2. Complete incident reporting forms online through Clevr

Access Clevr                                    
through Connect                                        
Ed on TEAMS

Sign into Clevr with                              
your employee                                
connect number                                      
and password

Under ‘My Forms’ select the 
appropriate form (ex. Employee 
Incident Form. 

Click ’add new’ for all new incidents

Using the top tabs, complete all 
required fields. 

Submit form



Top Procedures
• https://www.deltasd.bc.ca/board/policies-procedures/

• Top Procedures to familiarize yourself with:

• There are lots of other important Policies & Procedures for you to review

325 – Child Abuse 260 – Field Trips

404 – Duty to Report 146 – Social Media

166 – Emergency Drills 491 – Student Transportation by Volunteer 
Drivers

167 – Emergency Procedures 180 – Freedom of Information and Privacy 
Protection

145 – Use of Personal Digital Device (PDD)

https://www.deltasd.bc.ca/board/policies-procedures/
https://www.deltasd.bc.ca/board/policies-procedures/
https://www.deltasd.bc.ca/board/policies-procedures/
https://www.deltasd.bc.ca/board/policies-procedures/
https://www.deltasd.bc.ca/policies-procedures/child-abuse/
https://www.deltasd.bc.ca/policies-procedures/field-trips/
https://www.deltasd.bc.ca/policies-procedures/duty-to-report/
https://www.deltasd.bc.ca/policies-procedures/social-media/
https://www.deltasd.bc.ca/policies-procedures/emergency-drills/
https://www.deltasd.bc.ca/policies-procedures/student-transportation-by-volunteer-drivers/
https://www.deltasd.bc.ca/policies-procedures/student-transportation-by-volunteer-drivers/
https://www.deltasd.bc.ca/policies-procedures/lockdowns/
https://www.deltasd.bc.ca/policies-procedures/freedom-of-information-and-protection-of-privacy/
https://www.deltasd.bc.ca/policies-procedures/freedom-of-information-and-protection-of-privacy/
https://www.deltasd.bc.ca/policies-procedures/use-of-personal-communication-devices-pcds/


Social Media
• Digital media can promote learning, teaching and collaboration for students, 

staff and parents

• Permission forms for student photos completed each year

• Refrain from showing  faces of students

• Social media is an extension of the classroom. What is inappropriate in the 
classroom is also deemed inappropriate on-line. 

• Teachers held to a higher standard! This includes your personal social 
media!

• Read the Social Media Procedure

• Read the Professional Standards for BC Educators

https://district.public.deltasd.bc.ca/wp-content/uploads/sites/2/2017/07/1196__Procedure146.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www2.gov.bc.ca/assets/gov/education/kindergarten-to-grade-12/teach/teacher-regulation/standards-for-educators/edu_standards.pdf


Communicate with each other

• Teachers:  

• Leave lesson plans and/or instructions
• On desk, with office, or on Smartfind

• TTOCs:  
• Leave notes about the day
• Suggested lesson plan for next day (required in elementary)

• Your contact information
• Elementary Tip: follow up with teacher via email if your lesson plan was 

helpful



MyEdBC



Introduction to MyED
All BC Public Schools use MyED BC for student data: 

• Student schedules

• Contact information

• Parent/contact phone numbers

• Attendance

• Grade Book

• Final marks

• Report cards 



Logging in to MyEd
Logging in to MyED

• Log-in and initial password will be provided via email
• Most teachers will have their first initial last name 37. 

• Eg. John Wayne will be jwayne37.  
• TTOCs will have a ZZ in front of their logon.  

• Eg. zzjwayne37.
• The system is case – sensitive. Logon IDs are all 

lowercase.
• First time you log on, you will need to change your 

password. You will be prompted.



First Time Logging in to MyED
1. Log on to MyED at 
https://myeducation.gov.bc.ca/as
pen/logon.do

2. First time you log on, you will 
need to change your password. You 
will be prompted.

3. You will be asked to provide 
Security preferences.

A   Primary email: use your First Class 
email. 
B   Security question:  choose one from 
drop down
C   Security answer:  answer the 
question
D   Confirm answer: enter the same 
answer as in C
E   Click Submit.

mailto:https://myeducation.gov.bc.ca/aspen-login/?deploymentId=aspen
mailto:https://myeducation.gov.bc.ca/aspen-login/?deploymentId=aspen
mailto:https://myeducation.gov.bc.ca/aspen-login/?deploymentId=aspen
mailto:https://myeducation.gov.bc.ca/aspen-login/?deploymentId=aspen
mailto:https://myeducation.gov.bc.ca/aspen-login/?deploymentId=aspen


Taking Attendance in MyED
1. Select the class from home 
screen or through attendance top 
tab.

2. Click A button for absent 
students and the L button for late 
students. 
To remove an entry click the P 
(Present) button. 

3. When complete, click the Post 
button. 
• Attendance must be submitted 

by 4:00 pm daily. 



Elementary Attendance

• Process same as Secondary in MyED

• Attendance taken in AM and PM – so attendance is taken and 
posted twice

• The A-E button is for a Known absence (Absent excused)



Attendance Reports

• Attendance reports are run at the end of each day.

• Important that attendance is completed by 4:00 each day so the 
reports are accurate. 

• Teachers cannot go back in and change attendance in MyED 
after the reports are run to change it in the student record.



MyED- Setting Preferences

Click on your name on the top right hand corner, 
and select “SET PREFERENCES”.

For Default locale, 
select CANADA

Select School



Flex Attendance (Secondary Only)
• Most secondary school have a 35-minute flex/ILT block between period 1 and 

2 on Monday, Tuesday, Thursday & Friday

• Attendance for Flex is done through teacher connect. 

• Steps 
1. Sign into employee connect and select teacher connect

2. Click on Flex Program

3. Beside the flex program click ‘edit’. Scroll down to see a list of students registered for   

         flex

4. Mark students as ‘attend’, ‘late’ or

   ‘no show’ and click ‘save attendance’



Applying for Jobs



How to Apply for Jobs Using Job Connect

• Login to Employee Connect

• Navigate to Jobs tab

• View Job Postings

• Click on Job Postings to view the current internal job openings.



Job Connect - Applying for Postings

• Review the open job posting 

• Ensure your skills, education, 

experience and references are 

updated

• Attach necessary documents and then 

click “apply”

• Look at the Getting Ready Memo in 

the Spring Staffing folder for more info 

on uploading documents



Job Connect Notifications
• Click ‘Internal Jobs’ to apply to positions and upload your 

documents

• Select Teacher to see only teaching positions 

• Subscribe to notifications



Getting a Contract

Types of Contracts:

• Continuing – no incumbent; does 
not mean protection from layoff

• Term Specific – either has an 
incumbent or qualifications not 
met

• Sick & Seniority can be ported for 
either of these contracts WITHIN 
120 DAYS!!

Process to a Contract:

• Job Connect  postings every 
Tuesday (for 7 days) 

• Recall Rights (previously had a 
contract in Delta AND below layoff 
line)

• Make A Future

• Spring Staffing in May/June



What are Recall Rights?

• Below the layoff line with no position

• C.27 Recall Rights 

• Have access to all posted positions ahead of seniority teachers and TTOCs

• Process: Apply on Job Connect by 12pm on Friday of the posted week

• Long term TTOC positions are not eligible for Recall Rights



Spring Staffing: May-July

• Internal to school

• Round 1 – Continuing teachers & TTOCs

• Internal to school

• Round 2 – Continuing teachers & TTOCs

• Any R1 unfilled position posted on MAF

• Internal to school

• Round 3 – Same as R2

• Read all Spring Staffing notices carefully!



SMARTFIND 

Booking absences and 
TTOC assignments

subdesk@

deltaschools.ca

604 952-5361

Important Contacts
Shannon Hunt and Kevin Vasconcelos

District Principal – Human Resources

604 952-5386

Payroll

payroll@

deltaschools.ca

TTOC: 604 953-5351

Teacher: 604 952-5371

Telus Health

one.telushealth.com 

1-888-307-0590

Username: deltaschool

Password: healthy

Human Resources

humanresources@

deltaschools.ca

604 952-5318

Contact us anytime!

mailto:SUBDESK@deltaschools.ca
mailto:SUBDESK@deltaschools.ca
mailto:SUBDESK@deltaschools.ca
mailto:payroll@deltaschools.ca
mailto:payroll@deltaschools.ca
mailto:humanresources@deltaschools.ca
mailto:humanresources@deltaschools.ca
mailto:humanresources@deltaschools.ca


• Alison Kerr – president@deltateachers.org 

• President

• Kathy Macfarlane – vp1@deltateachers.org 

• 1st Vice-President

• Cherie Nagra – vp2@deltateachers.org 

• 2nd Vice-President

• 604 946-0391  Monday-Friday 8:30am – 4pm 

mailto:president@deltateachers.org
mailto:vp1@deltateachers.org
mailto:vp2@deltateachers.org


Thank You & Welcome Aboard!

We’re excited to have you as part of the team.

• Stay Connected:
Check your Delta Schools email regularly for updates, 
resources, and important communications.

• Questions?
Reach out to HR anytime — we’re here to support you.

• Let’s make this a great start to your journey!
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