










RENFREW COUNTY DISTRICT SCHOOL BOARD 
OCCASIONAL TEACHER TRACKING SHEET 

 
 
NAME:                                                   S.I.N.:       
 
ADDRESS:   
  
   
 
   POSTAL CODE:   
 
INSTRUCTIONS 
 
1.  Column A - Note percentage of time worked and location of each assignment (school number) for part-

time assignments on the same day note the percentage of time worked and the location of 
each assignment. 

 
2.  Column B - Have the principal or principal's designate initial the tracking sheet indicating 

completion of the assignment 
 
3.  Column C - Article 19.00 - Evaluation 
 
  Have the principal or designate initial the tracking sheet indicating the probationary 

occasional teacher was evaluated and complete the occasional teacher evaluation form.  
This form should then be forwarded to the Human Resources Office for placement on the 
occasional teacher's personnel file. (See instructions regarding adverse reports) 

            
4. You are required to be evaluated during three periods in order to qualify for permanent 

status:            
    TERM 1 - BETWEEN DAYS  1 - 5 
    TERM 2 - BETWEEN DAYS 15 - 20 
    TERM 3 - BETWEEN DAYS 35 - 40 
 
  IT IS ESSENTIAL THAT EVALUATIONS BE ARRANGED WITH THE PRINCIPAL/VICE PRINCIPAL PRIOR TO THE COMMENCEMENT 

OF THE ASSIGNMENT. 
 
5. Upon completion of 45 days of occasional teaching, the occasional teacher should return this tracking 

sheet to the Human Resources Office at the Board Office for placement in the individual's personnel 
file.               
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