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Commitment to Diversity

Our goal is to be a diverse workforce that is 
representative of the students we serve.  We welcome 
applications from Indigenous People, African 
Canadians and Other Racially Visible Persons, 
Persons with Disabilities and Women in occupations 
or positions where they are under-represented.  If you 
are a member of one of these equity groups, you are 
encouraged to self-identify on your application.



Becoming a Substitute Teacher 
in CBVRCE

The application for Substitute Teaching with CBVRCE can be found on SuccessFactors.  
Potential Teachers must apply through this posting.  

In accordance with Student Protection and our Reference Check Policy, all new 
employees are required to provide the following documents before commencing 
employment with our regional education centre.
● Current Criminal Records Check with Vulnerable Sector Check - available from 

your local Police or RCMP detachment. Must be issued within the past three 
months.

● Completed Child Abuse Registry - Request for Search Form - included in an 
orientation package from the Human Resource Services Department (a copy of 
your Driver�'s License or Health Card must accompany this form)

Additional documentation that is required is outlined in the posting.  

Upon completion of the SuccessFactors Application Process, you must be provided your 
employment information from the Human Resource Department before you are eligible 
to work for the Regional Centre.



Hiring Process for Term and 
Long Term Substitute 

Teaching Positions
▣ Job postings for the following school year will take place from mid 

to late May of the prior year.  The posting format is in “General 
Subject Area Categories”.   Specific positions are generally not 
identified as we utilize this posting to fill all classroom teaching 
positions as they become available.  If you want to be eligible for 
an interview for a permanent, term, or long term substitute 
position, it is imperative that you apply to this posting.  

▣ This posting is available on the Teacher Vacancy site on the 
CBVRCE Employment Opportunities Page.  

▣ Most interviews will take place in June and July.  Depending on the 
need each year, interviews may take place in August.

▣ Successful candidates in the General Posting will be placed after all 
Permanent, Probationary and Recall teachers are placed. 



▣ After the General Posting closes, additional specific positions 
may be posted.  Teachers seeking employment should frequently 
visit both Teacher Vacancy and SuccessFactors to check for 
postings during May, June, and early July.  

▣ After this time period any subsequent postings will available on 
the Teacher Vacancy and/or SuccessFactors website by 4 pm on 
Fridays.  This enables prospective teachers to check our available 
postings less frequently.  Please note that job seekers can set up an 
alert in SuccessFactors to be notified of postings for specific 
regions.  

▣ Hard to fill Positions are always posted on SuccessFactors.  

▣ Employment Equity is an important component of our 
Application Process.  We encourage candidates to self-identify.

Hiring Process for Term and 
Long Term Substitute 

Teaching Positions



Databases
The Human Resources Department utilizes a variety of databases that 
we realize can get confusing.  You should be aware of the following:

▣ TEACHER VACANCY LIST
◼ Where you apply for teaching positions - General Posting in mid to late May is 

done with this recruiting tool.  
◼ Where you enter your education that is translated to your skills in Aesop
◼ Where you enter information you want to be visible when you apply for positions 

(Application and Resume information)
▣ SUCCESS FACTORS

◼ Recruiting System – Year round classroom teaching postings, PSAANS Postings, 
NSTU Temporary Assignments,  Non-Union Positions.

◼ Unfortunately SuccessFactors and Teacher Vacancy do not “talk” to one another 
so your candidate detail must be filled out separately in each database.

▣ SAP/Human Resources Database
◼ Payroll System
◼ Where we keep accurate and official information regarding positions, names, 

phone numbers, addresses, etc (Requires a form to change)
▣ AESOP

◼ Substitute Placement System
◼ The only demographic information you can change here is the phone number this 

system uses to call
◼ Email must be a gnspes.ca account



Teacher Vacancy
Tips for filling out your account:

Your Teacher Vacancy Account is your 
“Application for a Teaching Position”.  
The information contained here is used to 
shortlist for interviews, fill long term 
positions, and search for needed substitutes 
based on Qualifications.  The more accurate 
and complete this account is, the better 
chance you have to be shortlisted for an 
interview.   Also realize the HR department 
goes through hundreds of these during the 
staffing process so  provide accurate 
information as succinctly as possible.

 Please note that there is a link here to our 
Qualifications for Teaching positions menu 
and this should be reviewed in the 
application process.  Please apply for 
positions for which you are realistically 
qualified.  However, if you are unsure if you 
are qualified, you can apply and the HR 
department will screen you in or out.  Let us 
decide.  Don’t screen yourself out!  



Teacher Vacancy
Modify your Account

Please Note: You 
must use your 
employee gnspes 
email if you you 
currently are a 
substitute with us.  If 
you are applying as 
an external 
candidate, this is not 
required.



Teacher Vacancy
Subject Skill Set that Feeds Aesop

Please note that a 
full review of 
transcripts will feed 
your skill set for 
Aesop.  This tab is 
only relevant for 
Aesop.  If your 
matches do not 
seem accurate to 
you, please email 
only after you have 
reviewed your skills 
in Aesop.



Teacher Vacancy



Teacher Vacancy



Teacher Vacancy



Teacher Vacancy



Teacher Vacancy
An example of a Complete Qualifications Profile





Resume

▣ Bring at least 3 Resumes to an interview
▣ Include the following:

◼ Degrees with Major/Minor
◼ Education Degree with Area
◼ Work Experience: Include specifics regarding site, 

grade or subjects taught, and dates.
◼ Volunteer experience – Include dates
◼ Professional Development – Include dates
◼ References - Include your most recent supervisor



Interviews

▣ Only those selected for an interview will be called.  Notice 
will be short.  Prepare ahead of time.

▣ Shortlisting is based on Qualifications and Experience.
▣ Understand the importance of interview (years with the 

board is not a guarantee of a job)  - By contract, substitutes 
DO NOT have any seniority rights.

▣ You will have time with the questions before the interview 
to jot down notes.  You can bring these notes into the 
interview.

▣ Questions are confidential and they should not be shared.
▣ Notes prepared ahead of time are not appropriate for the 

interview or when you receive your questions.



Interview

▣ Bring your best self.
▣ Be prepared.
▣ Educate yourself on new initiatives and CBVRCE 

priorities and expectations.  Look on our website.
▣ Try to let your personality shine through!
▣ Buzz words without understanding do not provide 

much information.
▣ Know why you do things as a teacher!
▣ Answer the question…
▣ Talk about your own practices and experience related to 

the question.
▣ All about student achievement.  How do you know?



Professional Development

▣ Continue to do professional reading on a regular basis.
▣ Be aware of materials available on our Website.
▣ Network on a regular basis to discuss issues.
▣ Ask to observe other classes in school when you have an off 

period.
▣ Engage in positive conversations with staff when in schools.
▣ Attend professional development sessions when possible.
▣ Be aware of current initiatives in the various program areas.
▣ Work with coaches when you have the opportunity.  Don’t run off 

or be intimidated when they are willing to give you their time.
▣ Recognize what areas of your professional practice need 

development.
▣ The Teaching Standards outlines required professional practice.  

Are you familiar with that document?



Professionalism

▣ Always conduct yourself in a professional manner.
▣ Ensure Dress reflects professionalism and the Dress Code 

Policy.
▣ Refrain from getting drawn in to negative conversations.
▣ Be aware of the dangers of postings on Facebook, Twitter, 

etc. - remember, once posted it is in the public domain
▣ Be aware of the legal implications of postings to these sites – 

you are responsible for your comments and pictures
▣ Ensure you are seen as a team player 
▣ Realize the importance of CONFIDENTIALITY – your rights 

and the rights of others.
▣ Refrain from getting caught up in the “rumor” game.
▣ Follow Provincial and Regional Policies
▣ If you have a question, please ask.  



AESOP
How It Works

▣ AESOP is our Substitute Placement System
▣ Principal or designate enters an absence of a 

teacher who has a particular skill set.
▣ AESOP matches the skill set in the following 

manner:
◼ Visible to subs with the skill match on the school’s 

preference list.
◼  Visible to all subs with the skill match.
◼ Visible to all subs – 1 hour before school start time.

▣ System calls multiple people at the same time.
▣ Call system will not wait for voice mail.
▣ If you are unavailable for work, mark it a 

non-work day.



AESOP

▣ Preferred Schools: Ensure you have schools 
selected. To change your preferred schools you 
have two options:
◼ Show me assignments at the schools selected below
◼ I don’t want to see assignments at the schools selected 

below.
◼ Choose your header wisely.  Remember that Aesop will 

use the schools on the list whichever way you set up the 
header from the step above.

▣ Call Times
◼ Check Aesop times to call.  Default times are 6 am to 

10:30 pm.  You can edit your preferences.



AESOP Skill Sets
▣ Education in Teacher Vacancy dictates your Skill Set in Aesop
▣ Check this if you think you should have additional skills.
▣ If you are awarded a new degree, we need a copy to update your 

skill set.
▣ If you think you should have other skill sets because of experience 

or degrees:
◼ A request to add a skill set needs to be sent in writing to the 

appropriate Programs Coordinator.  
◼ Include specifics regarding the justification for a certain skill 

set.
◼ Include letters of reference from Principals who feel you can 

sub in this area.
◼ Send letters as well as a resume to one of the following:

Marlene Urquhart - Elementary and Secondary Programs
Cathy Boudreau – Student Support
Kurt Kublek – Technology

▣ Please note that approval to sub in these areas does not mean that 
you are qualified for term positions in an area.  The exception only 
allows you to sub on a day-to-day basis.



Human Resource Services
Wendy King 

Director of Human 
Resource Services

Tracie Collier
Coordinator of Human 

Resource Services 
(NSTU - Teaching)

Darlene Rankin
Manager of Human 
Resource Services

Claudette Vickers
Admin Assistant

Nicole LeBlanc
Coordinator of Human 

Resource Services 
(Non-Teaching)

Michelle MacLeod
Admin Assistant


