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FOREWORD
Welcome to the Hanover School Division team!

Substitute teachers have an essential role in ensuring that student learning continues without interruption. A variety of reasons�
 such as��
illness, professional development, and compassionate leaves�
 often require regular teachers to be absent. At such times�
 substitutes are called��
to fulfill the tasks of the regular teacher.

Teachers, principals, and senior administration desire that substitute teaching be a positive experience for all parties involved. To assist you, a 
booklet has been prepared to provide pertinent information and guide you as a professional during this time in your teaching career. We 
consider substitute teachers as guest teachers in �U�I�F��Hanover School Division.
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SCHOOL INFORMATION
SCHOOL AGE PRINCIPALS SCHOOL ADDRESS PHONE/FAX WEBSITE

BLUMENORT SCHOOL K-8 K-8
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THINGS TO KNOW
SCHEDULING
����Substitutes can access the ‘Book a Job’ self-booking system in��

CIMS Employee Connect according to the attached instructions.

����
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BOOKING A JOB
JOBS AVAILABLE FOR PLACEMENT
�7�J�F�X��jobs that are available. �4�F�B�S�D�I by locations, dates, effective dates, etc. When you click on one of the jobs, you will see the name of the
teacher and other pertinent information.��Please pay attention to who you are replacing and what subjects they teach.

HOW TO BOOK A JOB

1�� LOGIN
Login to CIMS Employee connect. You can access 
employee connect through our Hanover School Division 
website: 

www.hsd.ca

Enter your HSD email address and your password. If 
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You will be able to specify at what locations you 
are willing to work. Select by school or choose “no 
restrictions”, then click “Save”.

4�� �4�&�5���-OCATION(S) TO SUB��
�$�M�J�D�L��on “Will Work At”.

• The items in �Sed are booked for you.

• The items in black are available for you to book.

• You �D�B�O��also see what days you have marked
yourself unavailable.

When you click on one of the jobs, you will see the 
name of the teacher and other pertinent information. 
You can “book” this job. Please pay attention to who 
you are replacing and what subjects they teach.

5�� CLICK ON “BOOK A JOB”
This will take you to the self-serve���C�P�P�L�J�O�H���G�V�O�D�U�J�P�O��
�	jobs that are available according to your selected
locations and qualifications�
.
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JOB EXPECTATIONS
CHECK START AND END TIMES
Check each school’s website or call the school office for official start 
and end times���P�G���U�I�F���T�D�I�P�P�M���E�B�Z. The Public Schools Act dictates��
that you must arrive at least 10 minutes before the start time. 
Report to the school office when you arrive in the morning and 
before you leave at night. �"�S�S�J�W�F���J�O���Q�M�F�O�U�Z���P�G���U�J�N�F���T�P���U�I�B�U���Z�P�V���D�B�O��
�S�F�W�J�F�X���U�I�F���U�F�B�D�I�F�S�_�T���E�B�Z���C�P�P�L���B�O�E���B�O�Z���N�B�U�F�S�J�B�M�T���S�F�H�B�S�E�J�O�H���T�U�V�E�F�O�U�T��
�X�J�U�I���T�Q�F�D�J�B�M���O�F�F�E�T���P�S���N�F�E�J�D�B�M���O�F�F�E�T���B�O�E���C�F���S�F�B�E�Z���U�P���H�S�F�F�U���T�U�V�E�F�O�U�T����
Be as thorough in preparation as possible. Ask questions if routine�T
and/or instructions are not clear. 

WORKING HOURS
Maintain the same working hours as the regular classroom teachers 
of the school in which you are substituting. You may leave the 
school at the end of the day when your professional duties are 
complete.

PERFORM DUTIES ASSIGNED TO THE REGULAR TEACHER
In most cases, perform the duties assigned to the regular teacher (in 
addition to teaching), such as the supervision of lines, lunch, 
playground, and hall. Please come to school prepared for the 
potential of outside duty. The classroom teacher will have a list of 
extra duties for which you are responsible. If you are unsure, please 
check with the principal.

FOLLOW THE PLAN
Follow the plans of the regular teacher as closely as possible.  If the 
day��book indicates the introduction of a new concept, you may want 
to consult with the principal or designate to decide:

• If the new work should indeed be started
• If you should review previous work
• If you should do something using your own ingenuity

MAKE PLANS FOR REMAINING TIME
If you are needed for a longer period than the regular teacher had 
lessons planned for, you should make plans for the remaining time 
and review them with the principal. A detailed record of your lesson 
plans should be left for the returning classroom teacher.

CHECK STUDENT’S WORK
Check the student’s work daily where practical and leave the 
corrected work where the regular teacher can �nd it upon his/ her 
return if applicable.

CONTROL OF THE CLASS
Maintain �rm but friendly control of the class. Let the students 
know that you are the teacher in charge and that you expect their 
cooperation. Manage disciplinary problems whenever possible, 
but feel free to call on the principal or designate if that becomes 
necessary to maintain control. Be familiar with the Divisional and 
School Codes of Conduct.








