
G-32 Memo 
Information session 

Steward Training



Overview of today’s session:
• Memo Overview

• Documents

• Dates of interest

• Process Reminders

• FAQ’s

• Support

Agenda



G32 Memos and Guide



Quick tip ~ save this 
to your desktop for 
easy ‘find’ and 
search as needed!

Spring Staffing Guide



Recall Process
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• Declared excess teachers will be recalled, by seniority, to an 
assignment for which they are qualified up until the end of day 
on May 9th.

• Eliminates the need for the teacher to ‘apply back’

• Declared excess teachers will have the ‘Right of First Refusal’ and 
may decline to be recalled (If so, the Principal will offer to the 
next most senior, qualified, declared excess teacher)

• After Administrative Placement, if any vacancies remain at a 
declared excess teacher’s original school, they may apply back to 
the originating school

 *Many helpful hints/scenarios are found in the Guide on page 3*



Excess Table
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Pg. 8 – in 
Guide

A teacher may 
voluntarily transfer 
only once during the 
school year.  Once a 
teacher is offered and 
accepts another 
teaching position, they 
have used their one 
“transfer ticket”. They 
are no longer eligible to 
accept another 
teaching position 
during the current G32 
process.



Voluntary Reduction
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Voluntary Reduction form from the teacher is due February 20th

Q: Why does a teacher have to let the Principal know that they want 
to reduce their contract before they are told what their teaching 
assignment is going to be?

A: To make staffing decisions, the Principal needs to know the total 
number of staff available prior to assigning the teaching assignments 
for the new school year; Principals may decide at any time during 
the staffing cycle whether or not they are able to grant the request

A Voluntary Reduction form must be completed if a teacher chooses this 

option (either through Principal request or through G32 postings)  



Voluntary Excess

• Request for Voluntary Excess to School form is due by February 29th 
• This indicates the teacher’s intention to be excluded from the current school’s 

organization.

• Most recent Teacher Performance Appraisal (TPA) must have been Satisfactory

• The teacher may not apply back to their current location if a vacancy comes 
available during the G 32. (This also applies to Administrative Placement)

(Found on pages 27-28 of the Guide)



Qualifications

*see pgs 41&42 of ‘Process and FAQ’ document



Qualifications

*see pgs 41&42 of ‘Process and FAQ’ document



Qualifications

*see pgs 41&42 of ‘Process and FAQ’ document



Qualifications

*see pgs 41&42 of ‘Process and FAQ’ document



• 14.03 of Collective Agreement

i) Using form B. Notification of the tentative 
teaching assignment shall include specific 
grade level(s), and subject areas 

(The Principal must use Form B "Tentative 
Elementary Teaching Assignment" template.)

• 14.03 of Collective Agreement

h) on or prior to the last day of school, school 
organizations and tentative timetables shall be 
developed and distributed (to teachers)

Tentative Teaching Assignment

Found on page 46 
(Primary/Junior 
combined) of the 
Guide



Tentative Teaching Assignment
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Some of what school Admin need to be aware of when 
assigning TTAs:

• Who is attached to the school 
– returning from central, PEVS or leaves

• School Allocations 
- # of classes/enrollment/staff/support staff

• Teachers Committed to 5 Years in French 
• Seniority of members
• Qualifications of each teacher
• Teacher Preferences
• Voluntary Reduction or Excess
(this is a non-exhaustive list)



Key Dates 2024
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ELEMENTARY G32

February 28th  – Temporary Teaching Assignments in writing

February 28th  – Surplus to Region receive notice of layoff

February 29th – Voluntary Excess deadline

March 1st  – Declared Excess Teachers

March 7th – POSTING #3 / March 25th – Applications due

April 22nd  – POSTING #4 / April 24th – Applications due

May 14th – Online Preference Form Submitted for Admin Placement

May 16th – ADMINISTRATIVE PLACEMENT DAY

May 21st  – POSTING #5 / May 22nd – Applications due

June 10th  – Supplemental Spring Part-time Administrative Placement Day

June 11th – Remaining Vacancies to Part-Time teachers in seniority order



Part Time Teachers
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• Can increase during the last posting of the G32 (Posting #5), where 
they can apply to any position, for which they hold the qualifications, 
at ANY FTE (providing we have no Surplus to Region teachers).  For 
Postings 1- 4, teachers may only apply to positions at their current 
FTE or lower.

• May participate in the supplemental part time teacher process even 
if they’ve accepted another position through the voluntary transfer 
process.  The supplemental part- time placement process is outside 
the G-32 Transfer process.

• May be offered an increase (in seniority order) by the Principal at 
their current location after the supplemental spring staffing process 
for part time teachers



Reference Checks

• 3 references must be provided as follows:
• 1st must be current principal, 
• 2nd is most recent supervisory
• 3rd is supervisory 

• At the interview, please go over the references to 
ensure that the reference check consent form they 
are submitting has current and most recent before 
proceeding with the interview 

• Reference checks can be done through phone or 
email



Information Call vs. Job Offer

Job Offer:
• The principal will make the job offer to the first 

choice candidate by 12:30 p.m. on the identified 
day for that posted position (via call or email)

• The candidate has until 4:30 to let the principal 
know if they accept/decline

• All other remaining calls will be made between 7 
pm and 9 pm on the same day

Job Offer



Admin Placements and Supplemental Spring Staffing 
Process for Part-time Teachers Wishing to INCREASE their 
Contract
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1. Principals will email the information sheet and 
the list of vacancies to all part time teachers at 
their location

2. Principals are also asked to print a copy of both 
documents and provide them to their teachers (if 
possible)

3. Teachers must complete the online form and 
submit it electronically

4. Teachers will be placed according to 
qualifications and seniority (Manager of 
Staffing/PETL/PPVPA present at placement)

5. ***Once a teacher has been placed at the 
Placement meeting they may not 
decline/rescind the position***

Admin Placement Supplemental

May 13th – 9am, 
receive postings from 
Principal

June 6th – 10am, 
received postings from 
Principal

May 14th – 10am, 
submit online 
preference form

June 7 – 10am, submit 
online preference 
form

May 16th – admin 
placement day

June 10th – 
supplemental increase 
placement day

If your preferences are 
not available, an 
alternate position 
equivalent to your FTE 
will be assigned

If your preferences are 
not available, no 
position will be 
assigned

TIP: Indicate as many 
preferences as 
possible

TIP: Indicate only 
those preferences you 
wish to be assigned



• All teachers hired to a French position are required to 
remain in a French assignment for a minimum of five 
years (CA14.02 ii)

• A French assignment is considered to consist of at 
least 50% French of the assignment

• Tentative teaching assignments for French teachers 
should have French periods of instruction maximized

French Teachers



A teacher cannot work in both a balanced calendar 
school and a regular calendar school.

A part-time teacher can be in maximum 2 locations.

Encourage excess teachers to select as 
many preferences as possible in preparation 
for Admin Placement (e.g. 40-50).

Reminders



Q & A
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