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Disclaimer

This handbook is primarily meant to share information. In case of disagreement between
this handbook and the collective agreement or other legal documents, the latter shall
prevail.

Introduction

This Handbook is a general overview of your contractual rights under the provincial and
local agreements and does not cover every individual case.

Therefore, please do not hesitate to contact the PTU office with any questions pertaining
to a particular situation.

All calls and emails are confidential.

You may choose to consult additional documentation on the PTU Website, which is
updated on a regular basis: ptusep.com.
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President’s Message
Welcome to the Pearson Teachers Union.

Public education is a pillar of our democracy, and teachers like you play a vital role in
helping to shape a just and equitable society.

The union also plays a central role in promoting our public education system. Unions
work to protect the rights of teachers, at both the local and provincial levels. We fight for
better working conditions, and hold school boards accountable by enforcing the collective
agreements. Through various committees and with union delegates in the schools and
centres, the union examines matters of pedagogy, labour relations, educational policy and
teacher safety. Most importantly, the union exists to help empower teachers to take
charge of local decisions in the schools and centres, and to assert their authority as experts
in the classroom.

At the Pearson Teachers Union office, the Professional and Administrative staff are
available to assist you as questions arise or as support is needed. As a union, we are here
first and foremost to support you.

This handbook was assembled to better help you understand your rights and obligations
under both the Provincial and Local Agreements.

At the end of the day, although there are six people working at the Pearson Teachers
Union office, the union is much more than that. We are really twenty-three hundred
people working together towards the common goal of educating students. | look forward
to continuing to collaborate with you, and to advocate on your behalf in promoting public
education for all.

Matt Wilson
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Definitions

Full-time teacher (E1)

A teacher who, being neither a teacher-by-the-lesson, a part-time teacher or a
replacement teacher, has a written contract of engagement.

This contract leads to tenure.

Full-time teacher with special status (E2)

A full-time teacher, subject to the terms and conditions of Appendix 47 of the provincial
entente.

This contract leads to tenure.

Part-time teacher (E3)

A teacher whose contract of engagement determines that he or she is employed for an
incomplete school day, an incomplete school week or an incomplete school year.

Teacher-by-the-lesson (E4)

A teacher whose contract of engagement specifically determines the instruction to be
dispensed to students and the number of hours and periods that the teaching involves.

Replacement teacher (E8)

A teacher whose contract of engagement determines that he or she is employed to
replace an absent teacher.
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Teaching Contracts

1)

2)

3)

4)

3)

How does one become tenured?

A teacher who has completed 400 workdays in a full-time contract (E1 or E2) and
whose contract has been renewed acquires tenure and is considered a regular teacher.

How are contracts granted?
Contracts are first offered to teachers already in E2 positions, then to those on the
Priority of Employment List.

Seniority, category and qualifications are taken into consideration when granting these
posts, as outlined in the local agreement.

Should any post remain vacant after being offered to both E2 teachers and teachers
on the Priority of Employment List, it becomes the prerogative of the school board to
hire whomever they choose.

When does a part-time contract end?
The date on which a part-time contract ends will be clearly indicated on your contract.

In the case of a contract to complete a school year for less than 80 days, it could
terminate at the earliest on the last day during which students are present in the
school.

When does a replacement contract end?
A replacement contract ends upon return of the teacher, or on the last day of the
school year, whichever comes first.

When do | get a contract?
After 10 days of substitution, you will be paid at your salary scale, so long as you have
not been absent for more than one day.

If the medical certificate of the teacher on sick leave indicates a predetermined
absence of at least 20 consecutive workdays, the school board must offer the
position as a contract.

After 20 consecutive days of the absence of a teacher, the school board must offer a
replacement contract to the teacher who replaced this absent teacher during the entire
absence. The contract shall be retroactive to the first day of replacement. The
accumulation of these consecutive days is not interrupted if the replacing teacher is
absent for two days or less.
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6)

7)

8)

| have a degree but not in education, can | be hired to teach?
Yes. With the exception of the engagement of a casual supply teacher, the
engagement of a teacher shall be made by written contract.

The contract of engagement of a non-legally qualified teacher employed to teach on
a full-time basis for one school year shall terminate automatically and without notice
on June 30" of the current school year.

The teacher who is not legally qualified will be excluded from all Priority of
Employment Lists.

What type of benefits do | receive if my contract is NOT 100%?
All benefits such as sick leave and special leave days are prorated.
Example: you are hired on a 60% contract

e 6 sick days = 6 moneyable days x 60% = 3.6 days

e *6 sick days = 6 non-moneyable days x 60% = 3.6 days

*these days are given only once when you start for the school board

Make sure to get the rest of the days added once you get a 100% contract.

All workload and other contractual obligations are also prorated. Please contact
the PTU Office with any specific questions.

For Workload details, please see the Workload Presentation for Youth Sector and the
CPNCA/QPAT — Guide New Workload Provisions on the PTU Website.

What is a “teacher-by-the-lesson” contract?
The “teacher-by-the-lesson” contract covers a work period of less than one third (1/3)
of the annual workload of a full-time teacher.

A "teacher-by-the-lesson” shall not be entitled to any benefits such as participation in
insurance plans, sick days or special leave days and is remunerated according to the
applicable hourly rates below:
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Teacher-by-the-Lesson Rates

Periods concerned Less than 17 | 17 years 18 years 19 years or
years more

As of the 141 workday of

the 2022-2023 school year $64.95 $72.10 $78.04 $85.10
As of the 141 workday of

the 2023-2024 school year $71.06 $78.42 $83.19 $90.72
As of the 141 workday of

the 2024-2025 school year $72.91 $80.46 $85.35 $93.08
As of the 1415 workday of

the 2025-2026 school year $74.73 $82.47 $87.48 $95.41
As of the 1415 workday of

the 2026-2027 school year $77.35 $85.36 $90.54 $98.75

The above examples cover only a part of your working conditions. For additional

information, please contact Erica Lamothe at the PTU Office.

Substitution
e 10days +

When a substitute teacher has replaced a teacher who has been absent for 10 consecutive
workdays, he or she will be placed on the Salary Scale according to his or her scholarity
and will receive 1/260"™ of that annual salary for each day worked.

After 20 consecutive workdays replacing the same teacher, the substitute teacher must

be offered a replacement contract, with all of the rights and benefits retroactively to the
first day of replacement of the absent teacher.

Occasional Substitute Teacher Rates

As of the 1% As of the 1415 | As of the 141" | As of the 141*
workday of the | workday of the | workday of the | workday of the
2024-2025 2024-2025 2025-2026 2026-2027
school year school year school year school year

Non legally

qualified $51.46 $52.79 $54.11 $56.01

Legally

qualified $60.04 $61.60 $63.14 $65.35
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Priority of Employment List

1) Why is there a Priority of Employment List?
Because of Priority of Employment:

New teachers have the possibility to choose a part-time contract or full-time
contract in order of seniority.

The school board needs to refer to the list before hiring outside.

Priority of Employment leads to access to full-time contacts.

2) How can a teacher access the Priority of Employment List?

The teacher must be legally qualified

A teacher who has been granted at least two (2) contracts in two (2) different school
years each of a duration not less than or equivalent to 100 days per year during
the last three (3) school years.

The teacher must have received at least two (2) satisfactory evaluations in two (2)
different school years. A non-evaluation during a contract will be considered a
positive evaluation.

New teachers who get on the priority list will be placed in the category of a
qualification identified on their brevet.

3) How can a teacher modify the category they appear in on the Priority of
Employment List?

Page 9

Using the appropriate form, teachers may request to have their category
substituted from their initial category to one of the following options:

o A category based on a qualification identified on their brevet.

o A category matching two (2) contracts within the school board of a
minimum of one hundred (100) days, in two (2) different school years within
the last three (3) years and having received two (2) satisfactory evaluations.

o A category based on the completion of an undergraduate or graduate
degree where the major of the degree aligns with a current category. The
specified level (elementary or secondary) must correspond to the
qualification level indicated on their brevet.
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Legal Qualifications to Teach

1) When are you considered legally qualified to teach?

A teacher must hold a brevet to be considered legally qualified to teach in the Youth
Sector.

Please be aware that for salary purposes, you will be given a Provisional
Classification of Step 1 of the Single Salary Scale when you are hired until you
submit the following documents to Human Resources:

% Official Attestation of Scholarity or Official Transcripts

% A copy of Teaching Certificate/Permit or Provisional Teaching
Authorization

% A copy of High School marks is required for studies done outside of
Quebec

% A copy of previous teaching experience, if any

Make sure that you complete the Employee Kit given by the school board. Should you
not receive this kit, please contact your school secretary or the appropriate person in
the HR directory. Please also contact Erica Lamothe at the PTU Office, as needed.

Seniority and Experience

Seniority

Seniority is the period of employment with the same employer; it is counted by years and
days of uninterrupted service with the same employer. Seniority shall be determined for
teachers under contract only.

Experience

Experience is used solely for establishing the step on the salary scale. It consists of all
periods of employment teaching in any school board or any school recognized by the
MEQ.
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Salary Scale

As of the 1415t | As of the 141+ As of the 141+ As of the 141%t As of the 141+
step | "Gozazozs | | 20zsonze | 20zecozs | - zozscoze | | sosezeet
school year school year school year school year school year
1 49 319 51 461 52799 54119 56013
2 52614 54 899 56 326 57734 59755
3 56 753 60 041 61602 63 142 65 352
4 58 646 62 409 64 032 65 633 67 930
5 59943 64 871 66 558 68 222 70610
6 61269 67 429 69 182 70912 73 394
7 63 875 70 088 71910 73 708 76 288
8 66 589 72 851 74 745 76 614 79 295
9 69 418 75726 77 695 79 637 82 424
10 72 369 78 711 80 757 82776 85673
11 75444 80 426 82 517 84 580 87 540
12 78 651 83 845 86 025 88 176 91 262
13 81994 87 409 89 682 91924 95 141
14 85478 91123 93 492 95 829 99 183
15 89110 94 994 97 464 99 901 103 398
16 97 524 100 246 102 857 105 432 109 121

A teacher shall be granted the step corresponding to his or her experience:

Increased by 2 steps if his or her schooling is evaluated at 17 years;

Increased by 4 steps if his or her schooling is evaluated at 18 years;

Increased by 6 steps if his or her schooling is evaluated at 19 years or more without a doctorate;
Increased by 8 steps if his or her schooling is evaluated at 19 years or more with a doctorate.

% Although teachers are paid for 200 workdays, the annual salary is divided into twenty-six (26)
equal payments. This means that each day is paid at 1/260" of the annual salary and it explains
why you receive a pay cheque at Christmas and Spring Break.

% For part-time or replacement teachers, the balance owed to you is paid at the end of the year
in early July. Teachers are paid for statutory holidays as part of their annual salary, not as an
additional payment.

Tenured or tenure-track teachers receive 26 pays distributed equally throughout the year.
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Salary Insurance

During the first year of service, the school board will credit you with:

e Six (6) non-moneyable sick days
o Non-moneyable days are granted only once in a career and can only be
used once moneyable days have been used.
o If your first contract is less than 100%, make sure that you receive the
balance of this bank of days when you begin your first 100% contract.
AND
e Six (6) additional moneyable days annually
o Unused days are paid at the end of each school year.
o The number of days is prorated to the percentage of the contract.

In case of illness:

e The salary insurance plan specified in the collective agreement applies for a
continuous period of 104 weeks from the beginning of the disability period.

e Salary benefits are paid as follows:

o The first 5 days of absence (this is called the waiting period) are taken from
your bank of sick days;

o Payment of salary insurance benefits at 75% of the salary that would have
been received at work up to a maximum of 52 weeks from the beginning of
the period of disability;

o Payment of salary insurance benefits at 66.66% of the salary that would have
been received at work for an additional 52 weeks.

e During the disability period, the school board may request that the teacher be
examined by a doctor. The same may be required when the person returns to work
to verify that he or she has sufficiently recovered.

e Salary insurance ceases on June 30" or the date indicated on the contract for
the teacher on a part-time or replacement contract.

e Teachers on the Priority of Employment List may still select a contract while on
salary insurance.

e After the termination of the waiting period of 5 days, the teacher is entitled to a
waiver of his or her contributions to the pension plan.
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Special Leave Days

What are special leave days?

Special leave days (clause 5-14.02 of the Local Agreement) are days that can be used for
events such as:

% Marriage

% Moving

% Death in the family
% Etc.

There are eight (8) such days available and they are not to be confused with the bank of
sick days. These days are neither cumulative nor moneyable.

Pease refer to clause 5-14.02 of the Local Agreement for additional information regarding
special leave days.
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Group Insurance

Insurance Plans:

Participation in the
Basic Health Insurance Plan is

* Compulsory for the regular full-time teacher
* Compulsory for the part-time teacher

UNLESS the teacher can establish that he or she is covered under
another group insurance plan (i.e. partner’s plan). This insurance
coverage begins on the first day of the teacher’s contract.

Participation in the
Long-Term Disability Plan is

* Compulsory for the regular full-time teacher
* Optional for the part-time teacher

Coverage for
Life Insurance and Critical lliness is

Optional for all teachers

Please refer to the Insurance booklet for further information.
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Professional Improvement

What is CPIC?

The Central Professional Improvement Committee (CPIC) is a parity committee made up
of eight members: four named by the school board and four named by the union. The
committee develops professional improvement policies and practices within the school
board, designs a system for the distribution of funds for professional improvement, and
maintains a liaison with the professional improvement committees at the local level.

Each school has a decentralized professional improvement committee (DPIC). In the
absence of such a committee, the school council will assume the DPIC's responsibilities.
The mandate of this committee is to administer the school’s professional development
funds. Some of their duties are to:

e Establish local PIC policies on an annual basis and submit their school’s
professional improvement plan and in-school guidelines to the CPIC by November
30.

e Assist staff and administration in the planning and implementation of local goals.

e Allocate funds for professional development activities.

e Report on DPIC budgets and activities at each school council meeting.

e Maintain records of allocated funds and submit an annual report to the CPIC by
June 30.

Teachers who wish to attend conferences and workshops can speak to their DPIC
chairperson for information on how to apply.

Information may also be found on SSO under "Professional Improvement”"—"Professional
Improvement for Teachers”.

Professional Improvement for New Teachers

New Teachers with three years of service or less can apply for a Professional Development
Activity (PDA) of a maximum of $2500 within North America. CPIC will assume up to two
days of substitution. The funds will be allocated on a first come, first served basis until the
allocated budget is fully exhausted. The application forms for New Teachers' PDA can be
found on SSO. The PDAs are approved directly at CPIC and do not require local PIC
approval. Teachers may only request funding under the New Teacher subsidy once.
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Appendix A — Pay Voucher — Explanatory Document

Areas highlighted in green should
be populated on all pay statements

Areas highlighted in yellow may

ANATOMY OF A PAY STATEMENT

be blank on some pay statements Details of any/all types of pay captured for Units may be expressed as 10 days
this statement (may include a summary or of pay X workload % (contract at 75% =
( — Date of deposit / provide specific dates worked) 7.5 units per 2-week pay cycle)
Page 1 | Rémunération e Ia période - Pay Period Earnipes ( Déductions - Deductions
Détalls du ddpdt -mﬂ*. unsés Taux Moneant Pedodque | Cumul fscasx
m Date ce Unis Rate Amcunt Ferade Y70 Totas
' —— Xoooox ok 00k (oo x| Funits | $rate | $gross [ opn Itemized | Itemized
4 pay ot this —¥ 11028 | YYVVMMDD | Xy x e e x o (e St e listof | listof
NF oy aépit aysor | at work | Empkoyment insus ¢ amount total
S %‘ Last day of work on reguiar / | hours), if |described | 2 MVCHTPEO] | Geducted | § amount
] yaespeasind automatic' pay cycie forthis | i  ppplicable ajeft | i E oo forthis | deducted
Transaction Rigie | statement applicable e | s
number | ST ovamoo T gngyor sy
Non reguier
Nonragusr ) YYYY-MM-DD Last day of work on non- Federal Tax of the
nattaan francere o sucouriae regular / wage slip? pay cycle current
Tl & S for this statement calendar /
Your bank's —¥ | X000 Xooxx i tax year
name & La somme do § e $ amount being deposited
branch Yoo Amoust of : (net pay on this statement)
number ( Bangues de jours . Bank of Da
Employé(e) - Employeo | ye
Scloe
Eopmetia \ Sttty ~ Your 9-digit employee Baance
number | Vacaton batance
“You may— | Your name, | At mooeyabie saye DAYS remaining
change your mailing address & | Nonmonsyable days in your bank for
own phone e-mail address : The code & description, | Personai busness the current
number(s) as they appear in salary step. and location school year,
and e-mail LBPSB's payroll system associated with the function | if applicable*
address Emgici prncpal - Mam Cooupacon identified as your main L 1
through R occupation in payroll (
the wgb ### Function name a pay | Sommakre - SummY
salary tool* Echelon - Step: £ (aétails) - (details) Pancdique c«:m 'hcm-
##2 School/Department oo B e Mo
- Tax 3 e totme | leMized | Hemized
e i z‘:(‘: m|:n ¥ i, Dreakdown TOTAL & TH ] samount | total §
Touse - Rate 11260 p‘y'cyc:‘) 9 mUSEE - of insurance deductions, if applicable® aunmmoTHemSt | forthis | amount
— Do Dot statement | since
Total net - Net amount I l Jan. 1
Need more info? Please contact your Payroll Agent (see HR Directory for extensions) Farl emgiori mpesane
TR sapOyer Ay

AVIS DE DEPOT - NOTICE OF DEPOSIT

Regular/automatic pay cycie applies to hours/days worked by permanent and contracted employees
Non-regular/wage slip pay cycle applies to hourly work and substitution

Only employees registered for a Board insurance plan will see information under Insurance (details)
Only employees on the regular pay cycle are entitled to a bank of days

(Employees on the non-regular pay cycle are not paid when they are absent)
For more information about absences, please see the Absence Reporting section of this site

- W N -

We wish to thank the LBPSB Payroll Department for the creation of the image above, and
for permission to include it in this handbook.

Page 16 2025-2026 New_Teachers_handbook



Important: In order to condense the pay slip as well as the explanatory document, the
term «Regular» includes all regular and contract employees (except Service Contracts),
as well as any employee whose long-term temporary assignment results in automatic
salary payments. The term « Non-regular » includes all other employees, paid on wage-

slip.

1. DEPOSIT INFORMATION

Pay period ending: For Regular employees, the last day of the pay period is the Saturday
following the date of deposit. For all other employees, paid by time sheet, the last day of
the pay period is the Saturday, two weeks earlier.

Financial institution and branch number: Where your bank account is located. For security
reasons, the account number is not indicated.

The amount of: The amount deposited to your account.

2. EMPLOYEE

Main Occupation: ldentifies your main occupation or one of your occupations, if

applicable, the related salary scale and your administrative unit, i.e. the place of work
where you receive your pay slip, if it is not sent home.

Rate: The section only applies to Regular employees and is either an hourly rate, for all
Support Staff, or a daily rate for all other employee groups. The rates for wage-slip
employees will show in the « Pay Period Earnings » section.

Regular & Part-time Teachers:
Rate 1/200: Gross Daily Rate, based on 200 days of work.

Rate 1/260: Gross Daily Rate, based on 26 periods of 10 days.

3. PAY PERIOD EARNINGS
For Regular employees, units represent days and the rate, the daily rate.

For Non Regular employees, units usually represent hours and the rate, the hourly rate.
However, for Occasional Substitutes (10 days or less), the rate will determine the value of
the unit, which can be days, portions of days or minutes.
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4. INSURANCE (Regular employees only)

Details of your coverage and the related premiums. Please note that the amounts shown
in this section are grouped under one or two deductions only in the « Deductions »
section. For more information on your insurance coverage and benefits, please refer to

your insurance certificate or membership card provided by the insurance company.

5. DEDUCTIONS

The Periodic column is the list of all deductions in the current pay period, the YTD Totals
column indicates the total amounts deducted since January 1st of the current fiscal year
(including the current pay period).

6. BANK OF DAYS (Regular employees only — as per your collective agreement)

The balance of your banks of Moneyable, Non-Moneyable, Reserved (Regular Teachers —
1997/98; 1998/99; 2000/01 and subsequent), Personal and annual Vacation days, where
applicable.

N.B.. a) Absences that have not yet been processed by the Pay may reduce the balance
of your banks.

b) For technical reasons, the balance of specific banks may still show even if you
no  longer hold a regular post nor have access to these banks.

7. SUMMARY

The Periodic column shows the totals of the current pay period and the YTD Totals
column, the year-to-date totals since January 1st (including the current pay period).

If you have any questions regarding the information in your pay-slip, do not
hesitate to contact the Human Resources & Payroll Services Department at
514-422-3000
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Appendix B - Where Can | Find My Answers?

PTU Office : call Erica Lamothe 514-426-4949, extension 2

PTU Website ptusep.com

Local Agreement on PTU website at: Local Agreement

QPAT - Quebec Provincial Association of Teachers : 514-694-9777

QPAT website : QPAT-APEQ
Provincial Agreement on PTU's website at: Provincial Entente

Contacts at the LBPSB

Tel: 514-422-3000

Please refer to the HR Directory on SSO
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