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OCDSB Occasional Teachers 

Expectations for Daily Duties 
 

This document outlines the scope of the daily duties performed by OCDSB Occasional Teachers.  

This is not an exhaustive list but is intended to serve as a list of general expectations of the OCDSB  

OTs.  Always check the teacher’s day plan for specific instructions. 
 

√ Preparing for Assignment 

 Confirm school location.  To obtain school address, simply click on “school” in Easy Connect.  

www.mapquest.com provides you with driving directions and estimated travel time.  In accepting an 

assignment, you are committing to arrive at least 15 minutes prior to your assignment start time. 

 Check to see if the absent contract teacher has e-mailed you with your assignment or if further details are 

listed in your confirmation email. 

 Before leaving home, ensure you are “Scent Free”, your lunch is “Peanut Free”, and that you are dressed 

appropriately for the stated assignment (i.e. Outdoor duty; Phys. Ed. duty; Instructional Classroom)  

 Bring your assignment confirmation email (hard copy or electronically); this confirmation also provides 

you with the absent teacher’s name and email address. 

 Park in appropriate area (i.e. staff /visitor parking) 

 If you must cancel the assignment (i.e. unexpected emergency) within 24 hours, you must make contact 

by phone and email immediately with the employer (P, VP, Office Administrator). You can leave a 

message. Provide the reason as to why you must cancel (e.g. not well, no childcare, etc).  Note: employer 

contact names are listed as cc’s in your assignment confirmation email.   

 

√ Upon Arrival 

 Sign in at the main office & confirm assignment (including “assigned duties” such as supervision, special 

needs of students, etc.).  Be prepared to show your confirmation email if necessary. 

 Pick up keys and OT handbook at the school office.  The OT handbook outlines specific school Policies 

and Procedures. All schools should provide a Handbook. 

 Familiarize yourself with applicable school Policies and Procedures such as: 

 daily schedule, contact numbers 

 student behaviour 

 dress code (i.e. possible restrictions - wearing hats/bandanas in classroom, etc.) 

 use of personal devices: cell phones, game boys, mp3, iPods, laptops, etc. 

 food & drink 

 office check-out 

 non-smoking (i.e. not permitted on school property) 

 school floor plan 

 use of AV equipment 

 lunch times 

 assemblies 

 reporting requirements (violence in the workplace; student accidents; WSIB; Keeping our Kids 

Safe at Schools, etc.); and where these documents can be found 

 fire drills, lockdown procedures 

 access to locked classrooms, staff washrooms, mailboxes, computers/email 

 personal items (school is not responsible for your personal property/leave items in a safe, secure 

place) 

 sign out procedures; hall permits; etc. 

 Cancelled Assignment – If, upon reporting to work, the teacher to be replaced is present, you are entitled 

to be paid for half a day’s work and will be assigned duties for a half day. 
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√ During Assignment 

 Locate & review teacher’s day book (including any student behaviour plans), seating plan, lesson, support 

staff helping in your classroom and the times they will be arriving, etc. Please check your OCDSB GEM 

email for any updates from Teacher. 

 Familiarize yourself with your classroom (i.e. nearest fire exit, PA system, address any safety concerns, 

etc.). 

 Follow the day plan left for you, record what was completed and any anecdotal information about the 

lesson on the day plan.   Use your prep. period to organize for your lessons and to review the school OT 

handbook, procedures, etc. if there was insufficient time to complete before school. 

 Familiarize yourself with student class lists. Ask office staff if there are any students with special needs 

you should be aware of.  Ask for information on any support staff (i.e. LST, EA, ESL, student teachers, 

etc.) who will be coming into the class to support students.  

 If the fire alarm sounds, move quickly and calmly to the nearest exit, moving outside and away from the 

building.  Close the classroom door, but do not lock it, and move outside with your students (take a class 

list with you so that you will know if there are any students missing). 

 Create an inviting classroom:  Greet students at the door upon their arrival (students are expected to be on 

time); establish an environment that maximizes student learning. Be engaged and find ways to assist 

students in their learning. 

 Throughout the assignment, model the OCT Ethical Standards (Care, Respect, Trust, Integrity). 

 Promote polite and respectful pupil interactions.  Address inappropriate pupil behaviour in a positive 

manner.  Severe or continuous inappropriate behaviour should be referred to the main office 

immediately. Do not leave the classroom unattended to accompany a student to the office (i.e. contact the 

office, state who you are/replacing and who you are sending to the office with a brief explanation). 

 Inappropriate behaviour in the halls should not be ignored.  Handle in a non-confrontational manner or 

ask another staff member for assistance.  Call the main office if necessary. 

 Lunch – if your assignment exceeds ½ of the regular school day, you are entitled to 40 minute lunch 

period.  You are welcome to eat in the staff lunch room and interact with other staff members. 

 Keep materials and student work organized.  

 Students are to be dismissed at the bell – not before (ensure students who are to be excused from your 

classroom following proper sign out procedures, hall permits, etc.)   

 

√ After Assignment 

 Leave detailed notes or send an email to the absent teacher.  If a student behaved inappropriately, leave a 

note for the absent teacher with a brief explanation of how the matter was addressed.  

 Prepare/set-up class for a smooth transition for return of the teacher. Please leave the classroom in the 

condition it was found. 

 Sign out at the main office (check to see if you are needed for this same assignment on the following day). 

 

√ Obtaining OT assignments via Easy Connect  (www.applytoeducation.com) 

 Ensure your ‘availability’ calendar is accurate.  Note:  all OCDSB assignments accepted via Easy Connect 

will automatically appear in your calendar; however, if at any time you are not available to accept work, 

you must update your calendar so that Easy Connect does not contact you for an assignment at that time. 

 Keep your email address current as OT assignments are confirmed using it, as well as HR notices, etc. 

 Update your ATE on-line portfolio regularly to include relevant teaching experiences, LTO assignments, 

supporting documents, etc. 

 Detailed instructions on the use of Easy Connect are posted in your GEM OT conference (HR-Elementary 

Occasional Teachers (OCEOTA) or HR-Secondary Occasional Teachers (OSSTF OTBU). 

 
I confirm that I have read the above information and understand. 

 

 
 

  

Employee’s Signature  Date 

 


