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 SEQ CHAPTER \h \r 1Dear Elementary Occasional Teacher:

WELCOME TO OCCASIONAL TEACHING:

Welcome to the ETFO Durham Occasional Teachers’ Local and the Durham District School Board (DDSB).  I hope that your experiences as a Daily Supply or Long-Term Occasional (LTO) Teacher are fulfilling and rewarding.  
YOU ARE A QUALIFIED, CERTIFIED TEACHER:

As a certified Occasional Teacher, you must be a member in good standing in the Ontario College of Teachers (OCT).  In Durham, if you work in an LTO, your OCT fees will automatically be deducted from your first pay in January.  If you are working as a daily OT, you will be invoiced by the OCT and you must pay your fees by April 15th to remain a member in good standing of the OCT.  Failure to pay your OCT fee will result in cessation of employment. The OCT will also charge a penalty to reinstate your license.
YOUR RIGHTS & OBLIGATIONS:

COLLECTIVE AGREEMENT:  Please read our Collective Agreement to become familiar with your rights and obligations between you and our employer.  The Collective Agreement can be found on our website.  If you have any questions, please do not hesitate to call or email.

CONSITITUTION:  Our Constitution defines your rights and obligations within our Union.  The Constitution can be found on our website at www.etfodotl.com 

ONTARIO COLLEGE OF TEACHERS:  You must maintain your membership in the OCT. - see above.

QUALIFICATIONS EVALUATION COUNCIL OF ONTARIO:  In order to be paid appropriately in a LTO position, you must have a current QECO rating, program 5.  

If you did not previously obtain your QECO rating, you must now wait until you have your first pay stub to apply.  As soon as you get your confirmation that QECO has received your documentation, send a copy of that confirmation to the Supervisor of Employee Records to have on file until you receive your proper documentation (which must then be copied to the Board).
YOU BELONG TO A UNION:

In Ontario, all certified teachers working in public education belong to a Union: 

Public Elementary - ELEMENTARY TEACHERS’ FEDERATION OF ONTARIO (ETFO); 

Public Secondary - Ontario Secondary School Teachers’ Federation (OSSTF); 

Catholic Elementary and Secondary - Ontario English Catholic Teachers’ Association (OECTA); 

French - Association des enseignantes et des enseignants franco-ontariens (AEFO).  

You may belong to more than one Union and one Local at a time if you work in more than one panel and/or for more than one Board.  

REPRESENTATION:

Please note that Elementary Daily and Long-Term Occasional Teachers (LTOs) are a separate Local from that of the Permanent Elementary Teachers employed by the DDSB; although we belong to the same Provincial Union, ETFO.
You are represented by the President of the ETFO Durham Occasional Teachers’ Local.  The permanent Teachers in a school are represented by the Steward acting on behalf of the President of the ETFO Durham Teachers’ Local.

In a situation requiring representation/information, you may ask the Steward to represent you/act as your witness &/or counsel until your President can be contacted.  Under the terms of the collective agreement, all members have the right to union representation regarding any meeting/chat/conversation with administration.  

Any questions/concerns regarding your rights should be directed to the President of the ETFO Durham OT Local via phone or email, not Administrator(s), the Secretary, the Steward, or other Teachers.  The Steward will also advise you to call your President.  To do otherwise may cost you time, misinformation, and money.
YOUR UNION DUES & LEVY:

All Union members pay dues/fees for services which include information, professional development, member protection, and the negotiation of salary, benefits, and working conditions in our Collective Agreement.

As a certified Occasional Teacher working in the elementary panel of the DDSB, you will have federation fees and a local levy automatically deducted from your paycheque as soon as you have worked a whole or half day.  You will then belong to the Elementary Teachers’ Federation of Ontario (ETFO) as well as the ETFO Durham Occasional Teachers’ Local (ETFO DOTL).  The amounts of these fees are determined by the membership at the ETFO Annual General Meeting each summer and at the Local AGM in the spring.  Please note that both your federation fees and your local levy are a percentage of gross pay and both are income tax deductible.  
LEGAL PROTECTION:
If your concern is an emergency requiring immediate legal assistance related to your teaching duties or employment responsibilities, please call the ETFO Provincial Office at 1-888-838-3836.  During office hours, ask for Professional Relations Services (PRS) and state that it is an emergency.  After office hours, follow the voice mail prompts.

I M P O R T A N T   R E M I N D E R S

PROTECT YOURSELF:

· Never leave your students unsupervised.

· Don’t touch.

· Never be alone with a student.

· Do not drive students.

· Never use your personal email or home telephone

                 in communicating with students or parents.
· Report all accidents and violent incidents using the forms available on the DDSB website.

FEDERATION REPRESENTATION: (Local)

“No OT . . .  shall be discharged and/or disciplined without just cause.   . . .  An OT 

is entitled to have a representative . . . present at any meeting in which discipline is imposed . . .    Prior to the meeting, the OT shall be informed of his or her right to 

Union representation, but it is the responsibility of the OT to contact the Union (Local).”
LEGAL ASSISTANCE FOR MEMBERS: (Provincial)

IF YOU ARE CONTACTED BY THE POLICE OR CHILDREN’S AID SOCIETY (CAS) REGARDING AN ALLEGATION AGAINST YOU RELATED TO YOUR TEACHING DUTIES:

During office hours:

· 
DO NOT participate in or consent to an interview.

· 
DO NOT make a statement to anyone regarding the allegation / charges.

· 
Say “I am willing to cooperate but I am unable to comment until I contact 



     the Federation and legal counsel.”

· 
Call ETFO Professional Relations Services (PRS) at 1 - 8 8 8 - 8 3 8 - 3 8 3 6 and      
state that your call is urgent.   An ‘on call’ counsellor will provide you with the 
necessary assistance.

After office hours:

If police are en route or on the scene and you are at risk of being arrested / incarcerated for criminal charges related to your teaching duties, call PRS


at 1 - 8 8 8 - 8 3 8 - 3 8 3 6.  Follow the instructions and if necessary, a lawyer will contact you directly. 

Please go to the ETFO website at www.etfo.ca, click on ‘Advice to Members’, and then on ‘PRS Matters Bulletins’.  The wealth of information posted there is for your protection. 
If you have any questions, please call or email.
COMMUNICATIONS / NETWORKING / PROFESSIONAL DEVELOPMENT:

Website:  Information, workshops, and events are posted on our website at www.etfodotl.com.
Blast emails: You will receive blast emails from ‘George Taylor’ from info@etfodotl.com with timely, pertinent information. 

Please make sure that we have your updated personal email address and that you enter our email address into your address book so that your provider does not think that our communications are spam.

Newsletters:  You will receive approximately two newsletters from the Local during the school year regarding current issues and concerns, professional development opportunities, and occasions to network with other Occasional Teachers.  

Most communication is through blast emails.

School Bulletin Boards:  Notices may also be posted on school bulletin boards on either lilac or purple paper.   

Please try to participate in all Local events.   

Professional Learning is provided through our Local.  PL opportunities will be sent as an invitation email with the option to register, through Constant Contact.  You may also participate in after-school DDSB PL by registering online through myPD on the DDSB website.  For DDSB PD during the day, you must book off and therefore lose a day’s pay. 
IF YOUR STATUS CHANGES:

If you move, change your phone number, change your email address, or become a permanent teacher, please inform me at the above address or email.

QUESTIONS & CONCERNS:

Please feel free to contact me with any questions or concerns.  Office hours are usually 9 - 5.   
If I am on the phone or out of the office, your call will automatically go into the voice-mail where you can leave up to a three-minute message.  Please leave a message, as well as a number where I can reach you, either during the day, after school, or in the evening.  You may also reach me by email, Canada Post or the Board Courier (Red Courier Bags and courier envelopes are in the office of each school.).  

Sincerely, 

Yours in Federation,

George Taylor
President
ETFO Durham OT Local - There when it really counts!
COMMUNICATION

INFORMATION IS ONLY A ‘CLICK’ AWAY:
Provincial information and services:   www.etfo.ca 

Local information and services: www.etfodotl.com 

A N D .............

Our email address is info@etfodotl.com  

Please use your personal email, not the DDSB email.

Our blast emails will be sent to you from ‘George Taylor’ at info@etfodotl.com     through Constant Contact.  

(Please make sure to have this address in your address book so that messages go to your inbox.  Please be aware that these messages sometimes go to your ‘junk or spam’ folder.  The blast emails are also posted on the website.)

All blast emails, newsletters, PD forms, events, and all pertinent communications are also posted on our website at www.etfodotl.com,. click on ‘Bulletins’.
Your personal email address is essential.  Please make sure that we have it. We will not conduct Union business in your DDSB email account. 
Our mailing address is 107 - 1077 Boundary Road, Oshawa, ON    L1J 8P8

Our Courier address is the same as above.

 - or just address the courier envelope to George Taylor, ETFO Durham OT Local.  

(Please ask the school Secretary for a courier envelope and place it in the red courier bag.  We’ll receive it at the office within 2 days.)

Our office is located at Unit 107, 1077 Boundary Road, Oshawa, ON which is on the south east corner of Boundary Road and Wentworth, between Thickson Road and Stevenson Road, south of the 401.  
Our phone number is 905-404-0411.

Our fax number is 905-438-0711.
If you have any questions or concerns, please call or email.
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