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TRl INDEPENDENT PROCEDURE
Title: SELECTION PROCEDURES AND  Procedure No.: 9017
APPOINTMENTS OF Effective Date: 2000 May 1

- LEARNING COORDINATORS
- TEACHERS ON SPECIAL ASSIGNMENT

Department: Learning Support Services

Reference(s):

PURPOSE:

The purpose of this procedures is to outline the process for the selection and
appointment of the most competent and knowledgeable candidates for the role of
Learning Coordinator or Teacher on Special Assignment (TOSA). The procedure
ensures that appropriate and qualified personnel are in place to support the program
needs of the system.

1.0 APPLICATIONPROCESS

1.1 The selection of Learning Coordinator and Teacher on Special Assignment
positions in Learning Support Services will be by the appointment of qualified
Thames Valley District School Board teachers following an application and
interview process.

1.2 As a part of their on-going professional growth planning, candidates
considering the position of Learning Coordinator or Teacher on Special
Assignment are encouraged to discuss with their Supervisor and
Superintendent the range of school or central office experiences that would
support their suitability and preparation for the role.

1.3 Positions for Learning Coordinators and Teachers on Special
Assignment will be posted by the Associate Director, Organizational
Support Services, as per Appendix A.

1.4 ltis expected that candidates applying for a position of Learning Coordinator or
Teacher on Special Assignment will have:
- strong facilitation / presentation skills;
- subject-specific skills, knowledge and experience directly related to the
specific assignment;
- arange of teaching experiences;
- the recommendation of their Principal;
- recent classroom experience.

Administered By: Learning Support Services

Amendment Date(s): 2008 September 23; 2018 October 23




Selection Procedures and Appointments of Learning Coordinators and Teachers On Special Assignment

1.5 Applicants will include in their application a covering letter, a resume, a
personal statement about student learning specific to the role that is being
applied for and a copy of their most recent Performance Appraisal.

2.0 INTERVIEW AND SELECTION PROCESS

2.1 Letters of application will be reviewed by the Interview Selection Committee.
The purpose of the Interview Selection Committee is to provide consistency in
the assessment of candidates who have been identified for consideration to
participate in the interview process. The Interview Selection Committee will
consist of a minimum of three (3) members, including Supervisory Officers,
Learning Supervisors and/or one Principal or Vice Principal.

2.2 Upon request, feedback will be provided to candidates who do not receive an
interview.

2.3 The purpose of the Interview Committee is to determine the individual
candidates to be recommended for placement in the approved Learning
Coordinator or Teacher on Special Assignment pool which shall exist for one
year. The Interview Committee will consist of a minimum of three (3)
members, including Supervisory Officers, Learning Supervisors and/or one
Principal or Vice Principal.

2.4 Membership on the two committees may be identical. Upon request, feedback
will be provided to candidates who are not selected for appointment.
3.0 APPOINTMENT
The term for a Learning Coordinator shall be for four (4) years, subject to funding.
The position will be posted at the completion of the four (4) year term if the position

is still needed and funded.

Leaves or secondments for up to one (1) year will not be counted as part of the term
of four (4) years, subject to funding.

The term for a Teacher on Special Assignment shall be for one (1) year. Renewal of

a position is not automatic and is to be determined in accordance with the needs of
the system and subject to funding.
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Selection Procedures and Appointments of Learning Coordinators and Teachers On Special Assignment

. VI s
V’PETRICT SCHOOL BOARD

Memo To: Principals
Associate Director, Learning Support Services
Office Managers, Learning Support Services
Secretarial Assistant, Learning Support Services

APPENDIX A — HUMAN RESOURCE SERVICES

From: , Assaociate Director, Organizational Support Services

Subject: APPLICATIONS FOR LEARNING COORDINATOR POSITIONS
THAMES VALLEY DISTRICT SCHOOL BOARD

Copies: Supervisory Officers’ Council
ETFO — Thames Valley Local
OSSTF — District 11

Date:

Please ensure that the following notice is brought to the immediate attention of appropriate
staff.

LEADERSHIP OPPORTUNITIES — LEARNING COORDINATORS

1. The Thames Valley District School Board invites applications from qualified candidates
for the following positions:

LEARNING COORDINATOR - [insert title of position]

These positions are posted as “District” positions under Learning Support Services.
Specific details regarding position responsibilities, qualifications, location, etc. are
attached.

2. The Independent Procedure “SELECTION PROCEDURES AND APPOINTMENTS OF
— LEARNING COORDINATORS AND TEACHERS ON SPECIAL ASSIGNMENT” is on
the Board’s website. The criteria required for these positions and other details
concerning the application and selection process are described in that Independent
Procedure.

3. A detailed role description is attached to this notice.
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Selection Procedures and Appointments of Learning Coordinators and Teachers On Special Assignment

4, The term for a Learning Coordinator shall be for four (4) years, subject to funding. The
position will be posted at the completion of the four (4) year term if the position is still
needed and funded.

Leaves or secondments for up to one (1) year will not be counted as part of the term of
four (4) years, subject to funding.

5. Duties in this position are expected to commence

6. Learning Coordinators require facilitation skills and subject-specific skills and
knowledge. Staff with the following backgrounds and skill sets are required in one or
more of the following areas:

6.1. Special Education, or
6.2. Learning Technologies, or
6.3. Curriculum (List subject specific areas for curriculum), although this should not
be considered an all-inclusive list.
7. Interested applicants in the areas of Special Education, Learning Technologies or

eCurriculum who possess the required qualifications are invited to apply as follows:

7.1.

7.2.

7.3.

7.4

Prepare a covering letter of application outlining your specific background,
experiences, strengths and area(s) of interest which make you a viable
candidate for the position of Learning Coordinator. Indicate, in your covering
letter, the specific position (Special Education, Learning Technologies,
eCurriculum) for which you are applying.

Include with your letter a detailed resume outlining your educational
gualifications, previous school, system assignments and other relevant
information.

Include a copy of your most recent Performance Appraisal.

Include a personal statement of what you believe about student learning (not to
exceed 250 words).

Completed applications must be saved as a single pdf file and emailed to:

c/o (tvxxxxx@tvdsb.ca)
, Superintendent of Student Achievement

Learning Support Services
Education Centre

No later than 4:00 p.m. on

Please note it is the responsibility of the applicant to ensure that the application
is received by Learning Support Services on or before the deadline date.
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8.0 The Thames Valley District School Board is committed to equity in employment.
Our objective is to hire qualified staff who reflect the full diversity of our
communities.

If you have a disability that requires an accommodation to assist you with any
aspect of the hiring process please inform us of your needs.

9.0 Questions regarding the specific nature of the position should be directed to
, Learning Supervisor at 519-452-2000, ext.
Only those selected for an interview will be contacted.

Associate Director
Operational Support Services
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b

\é DISTRICT SCHOOL BOARD

LEARNING SUPPORT SERVICES
ROLE: LEARNING COORDINATOR

1.0 POSITION SUMMARY

A Learning Coordinator shall be responsible to a Learning Supervisor and to the
Superintendent of Student Achievement. As a member of the Learning Support
Services learning team, the Learning Coordinator will assist Superintendents and
Principals in the implementation of Ministry and system program initiatives.

2.0 AREAS OF RESPONSIBILITY

2.1 Resource for Schools:

2.1.1 Member of Learning Coordinator Team, Learning Support Services
(where appropriate);

2.1.2 Provide to Principals and teachers clarification on system and Ministry
directions;

2.1.3 Coordinate with Principals and school teams the implementation of
Ministry and system program initiatives in schools;

2.1.4 Promote, encourage and facilitate teacher professional development that
will assist schools in the implementation of qualify instruction and
learning;

2.1.5 Develop and share with Learning Supervisors, Learning Coordinators and
other LSS staff a list of resources.

2.2 Resource For The System (Where applicable):

2.2.1 Communicate system philosophy and goals;
2.2.2 Take lead responsibilities for projects as assigned, facilitating professional
learning opportunities;

2.2.3 Participate as a member of, and serve as a resource for, Action Teams,
Task Forces and / or Working Committees as assigned;

2.2.4 Identify instructional resources on behalf of the system;

2.2.5 Assist in the identification of workshop presenters;

2.2.6 Liaise with subject associations, divisional groups and provincial
organizations as assigned,;

2.2.7 Perform and report other duties as assigned by the Learning Supervisor
and the Superintendent of Student Achievement, Learning Support
Services.
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3.0

4.0

5.0

6.0

7.0

QUALIFICATIONS / EXPERIENCES

3.1 Ontario Teacher’s Certification;

3.2 Specialist certification in a subject, or background service and experience,
directly related to the assignment;

3.3 A minimum of five (5) years teaching experience;

3.4 Technology skills / aptitude;

3.5 Working knowledge of learning frameworks and in-depth understanding of the
learning process;

3.6 High level of interpersonal, organizational and facilitation skills;

3.7 Capable of facilitating and implementing inter-disciplinary program initiatives;

3.8 Recent classroom experience.

REPORTS TO

Learning Supervisor and Superintendent of Student Achievement, Learning Support
Services

TERM
The term for a Learning Coordinator shall be four (4) years, subject to funding. The
position will be posted at the completion of the four (4) year term if the position is still

needed and funded.

Leaves or secondments for up to one (1) year will not be counted as part of the term of
four (4) years, subject to funding.

LOCATION
TVDSB Education Centre or site as assigned — Learning Support Services
SALARY

As per teacher affiliate collective agreement
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DISTRICT SCHOOL BOARD

APPENDIX A — HUMAN RESOURCE SERVICES

Memo To: Principals
Associate Director, Learning Support Services
Office Managers, Learning Support Services
Secretarial Assistant, Learning Support Services

From: , Associate Director, Organizational Support

Subject: APPLICATION FOR “TEACHER ON SPECIAL ASSIGNMENT” POSITIONS
THAMES VALLEY DISTRICT SCHOOL BOARD

Copies: Supervisory Officers’ Council
ETFO — Thames Valley Local
OSSTF — District 11

Date:

Please ensure that the following notice is brought to the immediate attention of appropriate
staff.
LEADERSHIP OPPORTUNITIES - TEACHER ON SPECIAL ASSIGNMENT

1. The Thames Valley District School Board invites applications from qualified candidates
for the following position:

TEACHER ON SPECIAL ASSIGNMENT (TOSA)

This position is posted as a “District” position under Learning Support Services.
Specific details regarding position responsibilities, qualifications, location, etc. are
attached.

2. The Independent Procedure “SELECTION PROCEDURES AND APPOINTMENTS OF
— LEARNING COORDINATORS AND TEACHERS ON SPECIAL ASSIGNMENT” is on
the Board’s website. The criteria required for these positions and other details
concerning the application and selection process are described in that Independent

Procedure.
3. A detailed role description is attached to this notice.
4, Duties are expected to commence
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5. Interested applicants who possess the required qualifications are invited to apply as
follows:

5.1

5.2
5.3

5.4

Prepare a covering letter of application outlining your specific background,
experiences, strengths and area(s) of interest which make you a viable
candidate for the position of “Teacher on Special Assignment”. Include with your
letter a detailed resume outlining your educational qualifications, previous school
and / or system assignments and other relevant information.

Include a copy of your most recent Performance Appraisal.

Include a personal statement of what you believe about student relation to the
position for which you are applying (not to exceed 250 words).

Completed applications must be scanned as a single pdf file and emailed to:

cl/o (tvxxxxxx@tvdsh.ca)

, Superintendent of Student Achievement

Learning Support Services
Education Centre

No later than 4:00 p.m. on

Please note it is the responsibility of the applicant to ensure that the application is
received by Learning Support Services on or before the deadline date and time.

6. The Thames Valley District School Board is committed to equity in employment. Our
objective is to hire qualified staff who reflect the full diversity of our communities.

If you have a disability that requires an accommodation to assist you with any aspect of
the hiring process please contact the Learning Supervisor listed below.

This is a system position and will entail working with schools across the Thames Valley
District School Board.

7. Questions regarding the specific nature of the position should be directed to

, Learning Supervisor at 519-452-2000, ext.

Associate Director
Operational Support Services
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el Lo LEARNING SUPPORT SERVICES

1.0

2.0

3.0

4.0

ROLE: TEACHER ON SPECIAL ASSIGNMENT (TOSA)

POSITION SUMMARY

A Teacher on Special Assignment shall be responsible to the Learning Supervisor and
Superintendent of Student Achievement, Ledarning Support Services. As a member of
the Learning Support Services learning team, the TOSA will assist in the
implementation of Ministry and system program initiatives. The areas of focus for these
teachers will be to support schools in specific learning programs, to form links with
community partners, to coordinate staff development for teachers and to provide
information sessions for parents and others as required.

AREAS OF RESPONSIBILITY

2.1  Provide to principals and teachers clarification on system program directions;

2.2 Help coordinate the implementation of system program initiatives in schools;

2.3 Identify instructional resources to support system program initiatives;

2.4  Promote, encourage and facilitate teacher professional development and parent
information sessions;

2.5 Liaise with members of the community to support learning initiatives;

2.6  Perform other duties as assigned by the Learning Supervisor and
Superintendent of Student Achievement, Learning Support Services.

QUALIFICATIONS / EXPERIENCES

3.1  Problem solving, creativity and teamwork skills;

3.2  Facilitating professional learning for educators;

3.3  Clear understanding of curriculum development and implementation;

3.4 Three (3) to five (5) years of teacher experience in the (state division and
program area);

3.5 Recent classroom experience.

REPORTS TO

Learning Supervisor and Superintendent of Student Achievement.
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5.0 TERM

One (1) year term, subject to funding, with the possibility of annual renewal up to a total
of four (4) years.

6.0 LOCATION
TVDSB Education Centre or site as assigned - Learning Support Services
7.0 SALARY

As per teacher affiliate collective agreement.
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