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Thank you for your interest in applying to
become a substitute teacher with Wolf Creek
Public Schools. The following instructions
should guide you through the process of
submitting your application through a service
available on our Wolf Creek Public Schools
website. If you have trouble at any point in
this process please send an email to

subsupport @waddyouc r e e
will receive a return support email as soon as

possible. Alternatively, you can also call our

Division office People Services department to

request assistance.
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From a computer, smart phone, or other
device which supports a web browser such as
Google Chrome, Microsoft Internet Explorer, or
Apple’s Safari (all pictured to the left), please

type :
www. wol fcr eek
appl ytosub

into the web browser’s URL window (address
bar).

This will take you to our Wolf Creek Public
Schools Substitute Application page where you
will complete the remainder of the online por-
tions of the application process.
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Step 2: Creatng an SUBSTITUTEAPPLICATION INFORMATION

Thank you for your interest in being a substitute teacher with Wolf Creek Public Schools. Our application process has moved online.

A' once yOU have arrIVEd at the appllcatlon Qur notification of substitute teaching epportunities has also moved online.
page, p|ease read through the process Please review the following information and instructions carefully.
carefully. One you have finished reading Step One:
H S i The first step in this process is to begin your application online. You will need a personal email account (ie. Gmail, Shaw, Telus, etc.) to

these detalls’ please ﬁ” in the form on apply online and the email account you use during your application will be the account you will receive further information at.

the bottom of the page and then click Step Two:

the ”G e t S 't batbbrt e d After you submit your online application, your application will be reviewed by Wolf Creek People Services personnel, and if your
application is approved, you will receive further information via the email you provided us about the remainder of the application
process.
Step Three:

After all of the required employment information is received by Wolf Creek People Services, and you have been approved, you will be
emailed with information about how to be regularly notified regarding substitute teaching opportunities and how to accept those
opportunities online. You can also be notified by text message and you can update your contact information and availability for
substitute teaching through your online profile.

Impertant Reminder:

The application process may take several weeks to process depending on the time of year. Please watch your email closely for a
response.

The entire application process will need to be fully completed before you are approved to substitute teach in any Wolf Creek school.
Questions about the process can be directed to our People Services department.

SUBSTITUTE TEACHING APPLICATION
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B Once you have created an account within i'!

our system, you should be immediately tak-

en to a screen which looks like the one

shown to the right of this text.

Please click the link that says “F i | | out t he

substtute teaching” a@applicaton and pbrofle

WELCOME TO YOUR ACCOUNT JULIUS CEASAR

You are currently signed in as: Substitute Teacher

N O T Please pay particular attention to the

accuracy of your contact information as we O — —

will require this information to be accurate in
You are now viewing a secure area of the website. Based on your additional permissions you may have access to secure
documents or pages that you would not have formerly seen.

order to contact you.

Details such as your subbing availability or &
the school preferences you wish to substi-

Before you can begin subsitute teaching we need you to fill out an application and profile.

I- Fill out the substitute teaching application and profile

tute teach at can always be edited at a later
date should the need arise.
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CFilling in Your S

for Approval

Please fill this form in completely as
many fields are required (you won’t be
able to submit the application profile
unless all fields are filled in).

Please remember that this is an
application profile O N L. Otur People
Services Department will contact you as
to the status of your application within
a reasonable period of time to indicate
your have been approved for substitute
teaching in Wolf Creek.

Al of the infor ma
applicaton profle
|l ater date (pendin

approved by Pe

Department .)

our

Nofification by
Text Messaging

If you have a Smart Phone or cell phone
capable of receiving text messages, one
of the most immediate ways of
receiving information or updates about
subbing opportunities is through text
message notifications.

w My Account 5 Sub Profile

SUBSTITUTING PROFILE
ubsttutn

Sign out @

0 e
Step Oneof the application proce®s is to provide the following information. Thizinformation will be used to contact you with further
details and will be used as part of the online notification system for substitute bookings. If needed, you will also be able to edit this

information in the future by signing into your substitute profile page.

E-mail factanonverba@rome.mail.com

Home Phone
Cell Phone

Phone Preference @ Home
() Ccell

Address

City/Town |rome, Italy

Postal Code |spo Ry

Alberta Teaching Certificate Number |EquBrutus

[403)TT7-TTEE

(288)827-8887

Via dei Cerchi

(@ Permanent certificate
(@) Interim certificate

Years of Education

o
m
=
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m
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m
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Major Subject We need to know this information

Minor Subject
Subject Specialties

15

t on | n t h | YgrsofTeachingExperience

R:a@chigk the pre@below@ irhicae){ﬂur@a)@ndeachir@prﬁferenc@
Quiondy/: 0 WMemine & fp=fech | C @t ON i S
Tuesdgy: i ] Aft
uss [3’ [[Mgyming M:I.ZZ& /oy can select AM or PM

O‘Ngln sda§: [} rnﬁg
[@Moming [F]Aftemoon for each day of the week.

[¥]Marning [7]Afterncon

Thursday:
Friday:

Which schools would you be willing to sub at? (click or press to select schools)

Wolf Creek Public Schools * || AlixMAC * || Bentley School * | | Bluffton School *

Clive School * | | Colony Schools * || Crestomere School *

Eckville Junior SeniorHigh School * || Ecole James 5. McCormick School *
Ecole Lacombe Upper Elementary Schoal *
Iron Ridge Elementary Campus * | | Iron Ridge Junior Campus *

Mecca Glen School * | | Ponoka Elementary School * || Ponoka Outreach School *

Rimbey Elementary School * || Rimbey Junior Senior High School *

West Country Qutreach School * || Wolf Creek Academy *

Select All

‘You must select at least one school.

— I
Ll

[]1 would like to be notified by e-mail when jobs come up |

| MPORT AN T

Please make sure that you click the
SUBMI T onthdbottom left up-
on completion of filling in your Applica-
tion Profile. Your information will not
be stored, and therefore cannot be

T,

approved, if you do not pressS U B M

Paolitical Science

Diamond Willow Middle School *

Iron Ridge Splash Page *

Satinwood School *

to help match you to subject
specialties and for payroll.

You can select all schools or only certain
schools from the list.

Centennial Centre Patients School *

Eckville Elementary Schoal *

Ecole Lacombe JuniorHigh School *

Ecole Secondaire Lacombe Composite High School *

Lacombe Outreach School *
Ponoka Secondary Campus *

Terrace Ridge School *

If you would like to receive text messages about substitute teaching opportunities please indicate your carrier. Your cell phone must

appearin the format: 555-555-5555.
Wind ~|If you want to be notified by text
| 2|/ message, don’t forget to indicate

Please selecta
CaITiEr...

your Cell Phone Carrier

Bell
Fido
Koodo :
3, Alberta T4J 1P§ Powered by Breeze for Teachers: Sign In
Rogers wolfcreek.ab.ca F:403.783.3483
Telus © 2013 Wolf Creek Public Schools
Wind distribution or reproduction of any content on this site is prohibited without priorwritten consent.

Wnd -

ou would like to receive text messages about substitute teaching opportunities please indicate vour carrier. Your cell phone must
arin the format: 555-555-5555,
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GNext Steps

/V

Once you have clicked SUBMIT, you
shouldseeac 0 n f r nmaetsagen
appear at the top of the page
thanking you for submitting our
application profile. Your application
isnowinaP END I

REMEMBER: Please s i g nof ooru
system using the sign out button.

Someone fromourPeopl e
De p ar twilheevietv your
application and contact you in
regards to your application as soon
as possible.

Ot her I

In addition to the information
included in the online application
profleWo | f Cr e ek

will also require:

Pu

1 arecent Criminal Records Check

1 arecent Child Intervention
Check

1 SIN number

1 avoided check for direct
deposit.

Check Your Emai |

A member of our People Services
Department will contact you and
advise you on the remaining
requirements to become an eligible
substitute teacherforWo | f Crr
Public School s.

NG.STATUS

Ser vi

nf or mat on

Thankyou farsubmitting your application for substitute teaching in Wolf Creek Public Schoals. Your application will be reviewed
and if accepted you will receive furtherinformation via email about the remainder of the application process. The application
process may take severalweeks to process depending on the time of year. Please watch your email for a response. The entire
processwill need to be completed before you are approved to substitute teach in any Wolf Creek schoal.

SUBSTITUTING PROFILE

E-mail trustnoone@hotmail.com

Home Phone
Thizis a required field.

Cell Phone
U-digit phone number if you want to receive text message notifications.

Phone Preference (g

Thisis a required field.

City/Town
Thisis a required field.

Postal Code
Thisis a required field.

Alberta Teaching Certificate Number
Thisis a required field.

@ Permanent certificate
() Interim certificate

ces

Certificate Expires

Years of Education (3]

Major Subject
Thisiz a required field.

Minor Subject
Thisis a required field.

Subject Specialties
Thisis a required field.

ﬁar’s of Teaching Experience@
equilr :

Please check the boxes below to indicate your daytime teaching preferences.

Monday: [F1Merning [T Afternoon
Tuesday: [[Morning [T]Afternoon
Wednesday: [T|Mormning [T]Afterncon
Thursday:  []Morning [7]Afternoon

bridk}' : | Dr:‘lornin&@erhono (0] | S
Which schools would you bewilling to sub at? (click or press to select schools)

Select All

‘You must select at least one school.

[ would like to be notified by e-mailwhen jobs come up

If youwould like to receive text messages about substitute teaching opportunities please indicate your carrier, Your cell phone must
appearin the format: 555-555-5555.

Bell

=

Cont act |l nf or mat o

Ponoka Direct: 403.783.3473

Red Deer Direct: 403.341.4153
Fax: 403.783.3483

Email:j obs @wol fcreek. ab. ca

Wolf Creek Sub Application Instructions
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WOLF CREEK SUBnsHUBGtoi Aosept Substitute Teach

To access the Wolf Creek “Sub Hub” please go onlineto: ht p: / / www. wol f creek. ab. c

We recommend you make this website a favorite or bookmark it for future reference in your browser.

Si gn | n SUB HUB
INFORMATION FOR SUBSTITUTE TEACHING IN WOLF CREEK

To sign in to accept postings, please
Wolf Creek Public Schools is now accepting applications for new and returning substitute teachers for the 2015/2016 school
V| S|t th e S u b dt'l tu em d d ress year! Please choose the applicable option below to establish your substitute teaching profile.

shown above, then click the link that

« H
says“Cl i ck here to
—— I weould like to apply to substitute teach for Wolf Creek
acd?cC d un t If:ouhauenotyetcreatedanaccountinouronlinesystem,pleaseClickheretostar‘tyouraggtication

I currently have an online account with Wolf Creek
Ifyou are a returning substitute and would like to apply for the 2015-2016 school year, please Click here for instructions

Sign in to my Account ‘}
Ifyou have already applied for the 2014-2015 school year, pleasl Click here to sign in to vour account I

Ent er yourthatyogueseddeont al s
set up your substitute account when you
applied for substitute teaching.

SIGNIN TO VIEW SECURE CONTENT ; ;
N e xClick the “Sign in” button. . ® 2 Once you have signed in you
L | will see a menu like this one.
Enter the email address and password Passwerd [ ]
[Senie] You can:

you used to create the account you used =
to submit your Subbing Application * N
Profile.

1 review sub positions;

1 modify your sub profile from

his menu

WELCOME TO YOURACCOUNT FOX

You are currently signed in as: Substitute Teacher

* My Account ‘ Sub Profile @ Sub Positions (3)

a You are now viewing a secure area of the website. Based on your additional permissions you may have access to secure
documents or pages that you would not have formerly seen.
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W MyAccount @ SubProfile Q. Sub Positions (3) 3 Clicking the Sub Position link will allow

you to review all available sub positions

SUB POS'T'ONS in Wolf Creek. You can:
AVAILABLE POSITIONS 9 visit the schools website from this

menu to find out about the school;

Substitute teaching opportunities are filled on a first-come, first
1 Accept the position.

Te2zlier . . . . .
You will receive a confirmation email for

Jul30  Wolf Creek Public Schools®  Colton McClaflin+ FullDay  Accept

Jul31  WolfCreek Public Schools  Colton McClaflin -~ FullDay  Accept

the positions you choose to accept.

Jul3l  Wolf Creek PublicSchools  Colton McClaflin ~ FullDay  Accept These may include additional infor-

mation provided by the teacher about

the substitute teaching assignment.

You have accepted the sub position.

W MyAccount ‘ Sub Profile Q\ Sub Positions (1) Sign out @

SUB POSITIONS
ACCEPTED POSITIONS

4. Should your plans change, you can
alsoc a n ywu hcceptance of a sub

position from the same menu.

Teacher
Colton McClaflin

| MPORTANT:

Wolf Creek Public Schoaols

Jul30 Full Day
Jul31l  Wolf Creek Public Schools  Colton McClaflin -+~ FullDay  Cancel If you do cancel your acceptance of a sub

position, please do so in a manner which

AVAILABLE POSITIONS allows sufficient time for the position to be

fill I i her.
Substitute teaching opportunities are filled on a first-come, first-serve basis. ed by an alternate substitute teacher
Last minute cancellations should be done

Date School Teacher Time online, then followed by a phone call to the

Jul31  Wolf Creek Public Schools  Colton McClaflin Full Day  Accept school.
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