ORGANIZATIONAL SUPPORT SERVICES

All TVDSB employees are required to update their personal information in the Employee Portal
upon hire and on a regular basis thereafter, as required.

In the Employee Portal, select “View/Change My Personal Information”.
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A window will open which contains three components (see below):

(1) Employee Information: Employee contact information which is currently on file in
Human Resources. The employee's home address and phone number are listed. This
should be updated by employees as their contact information changes.

(2) Alternate Phone Number Information: Employees are asked to provide an alternate
phone number at which they may be reached (e.g., mobile phone, cottage, etc.).
School administrators are required to indicate this information in the event of an
emergency during the summer months.

(3) Emergency Contacts: In the case of a medical emergency, employees are asked to
indicate the name and contact information of at least one person who may be contacted
for support.

Supervisors are able to access the information shared by their direct reports via the Mobile
App.
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