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RELIEF TEACHERS. BOOKED FASTER

RELIEF TEACHER INFORMATION

Brisbane Catholic Education (BCE) uses ClassCover for employing relief teachers. To be eligible to
work you are required to set up a free online profile. Schools are under no obligation to employ you
once you have a profile but they may choose to add you to their pool of relief teachers.

What is ClassCover?

ClassCover is a website and smartphone app for relief staff and schools. Relief teachers register their
details with ClassCover and schools can search through ClassCover to find relief teachers who are
available for and suitable for relief teaching opportunities in their school. You can find out more about
ClassCover at www.classcover.com.au or by phoning 1300 650 442.

What do you need?

1. A mobile phone (preferably a smartphone, although all mobile phones capable of
receiving SMS / text messages will work with the system)

What do you need to do?

1. Register with ClassCover by either:
a. Downloading the “Class Cover” app, available from the iTunes App Store (iPhone) or
Google Play App Store (Android); OR

b. Going to the website.
c. Orresponding to the email or message from your school (follow link)
2. Select whether you wish to work with all schools (over 1000 schools use ClassCover) or
just your one school (only do this if you were invited by a school).
3. Mark the days you are available and unavailable for relief teaching.
4. Call or Email schools once your profile has been completed

Setting Up Your Profile — on the ClassCover website

If you are contacted with an offer to start a profile from a school you will receive an sms and/or email:

Invitation to Create Profile

Hi Alexander Devereaux,

“ou have been invited by Brisbane Catholic Education Head Office (BCE) to join ClassCover, their new
relief teacher management system.

In order to accept their invitation and activate your account, please follow the steps below:

1. Click on the following link to begin creating your profile: ’
https:ifapp.classcover.com.aufteacher/invite/lkeyle5d3a3Ti43e80dcad2a310bbs42a6Tced

1. Click the link in email/sms to accept and you will be taken to your profile page.
v If you are an existing BCE Relief Teacher who can access BCE email and Timesheets
you only need to enter the mandatory information into the profile.
v"If you are new to BCE, you are required to complete all sections and upload evidence
to be available for Relief Teacher work.
v If you already have a ClassCover profile you do not need to do anything.
2. Complete your ClassCover profile. See screen shots from the website (app looks different)


http://www.classcover.com.au/
http://www.classcover.com.au/

Whether you received a notification from a school or you are setting up your profile

independently you will have to complete the following:

3. Enter required information into cells.

Options -

Edit Teacher Profile

Personal Details

Title First Name* Surname*
W Alexander Devereaux
Address*®
Australia w 0402586919

34 Rommanella Street Date OFf Birth (Optional)

Fig Treen Pocket Day e Month ~ || Year el

Australian Capital Temitor ~ || Posicode

Timezone*

(GMT=10:00) Sydney, Melbourne, Canb Photo ?

Mote: Addresses are validated by the system. Please

ensure the correct text is enterad in the appropriate

Note: Maximum file size is 2Mb.

I am looking for a permanent teaching role

@ Yes O No

Contact details and Registration — New staff are required to complete all fie

How did you find out about ClazsCover? *

School Invite ~ Holy Family Indooroopilly
Right to Work in Australia Upload proof
- SE—
Meed help reducing your file sizes? Click here for assistance.
Experience Upload Statement of Service

R EBrowse...

Meed help reducing your file sizes? Click here for assistance.

Note: To upload files, you must make a selection from the dropdown menus.

Qualifications

Type Name
4 Optional
Year Upload Evidence

* = denotes mandatory field

Email Address* [edif]

n.deversaux@bigpond.com

Mobile Number *Country code (eg '+61) not required  Phone Number (eg. Landline)}?

Mote: Af least one contact number must be entered
and only mobiles can be used to receive

bookings wia SMS.
Registration Number Expiry Date

Teacher Regisfration Mu Mov 30, -0001 | B

Gender
() Male () Female

Profile Viewable To Every School? 7

@ Yes () No

dc

If you are new to BCE and do not
already have an online profile,
attach proof by uploading it from
documents stored on your
computer.

NOTE: to get the right rate of pay
a Statement of Service is vital if
you have worked for other
school systems.

Institution

Optional

@ Remove qualification

Meed help reducing your file sizes? Click here for assistance.

& Add another qualification G

<

Note: To upload files, you must make a selection from the dropdown menus.

Qualifications — new staff are required to upload evidence

You can add as many
qualifications as necessary.




References

Name * Position 7 Organisation Phone 7
Optiona Optiona Opliona Optional
Email 7
Ontiona & Remove reference You can add as many references

as necessary. A clever idea is to

< have your current school’s _
Save Teacher Profile

principal.

& Add another reference

References — must include at least one principal reference.

CV i Experience & Employment Histo. Select qualifications that relate
Teaching Level(s) 7 to your training and role. Schools
[ Infant W will search for these when
[] Secondary School [] School Leamning .
[ School Admin Staff [ Anaphylaxis Cert. wanting teachers.
[] E-Emerg Cert. [] Teacher's / Education Assistant
[ Tasmanian Catholic Schools [ Pre-School NOTE: This section will soon be
[] Special Education [] Child Protection Cert. Changing to become Clearer.
[] Early Childhood [] Lower Elementary . )
] Upper Elementary O certs ClassCover will send an email to
[ eEd [ Diploma notify you when this occurs.
[] General Assistant [ Integration Aide

Subjects Qualified To Teach ?

Mote: Don't forget to also choose your applicable Teaching Level{s]'.

Select subjects

Describe Teaching Experience 7

Optiona

If you have specialist
gualifications you can them here.
For example, Maths (11-12).

Video CV - Click here for instructions on how to add your Video CV.

Optiona

Experience / Subjects Qualified to Teach

I}Atl.ach files to your profile 7 Mame of file
Brgwse... Optiona @ Remove File
Note: Maximum file size is 2ZMb.
Meed help reducing your file sizes? Click here for assistance. You attach a ny Other docu ments
® Add anotner Flle here: CV; Photo ID, Blue Card

Click a network to enter specific profile information that can be checked and viewed by the schools within the network !

Diocese of Brisbane

Have you previously been employed by BCE? Yes
BCE Employee ID 123456
Alternative Work Email Address ndevereaux@bne.catholic.edu.au

Previous Surname

Middle Name (BCE Compulsory) Alexander
Title (BCE Compulsory) Mr
Diocese of Caims BCE Payro“/ HR requires a” BCE

employees to provide their Title

and middle name
Attachments / BCE Details




Updating Your Settings

1. Select the OPTIONS tab (Top right corner). This tab allows you to access ‘Support’, edit your
‘My profile’ and edit your ‘Settings’.
2. Select settings from the drop-down menu.

Update My Availability & AppStore

My Bookings & Schools  Our Schools  Jointhe RTA  Help Videos

Availability updated.

Access unlimited

- AT - Professional Development Coul
Your Availability for April 2017 anywhere, anytimel |
To update your availability:

1. Click one or multiple dates {which will tum yellow in colour once selected).
2. Select the status of "Available’ or "Ur i from the dropdown menu.

(in_the hottom laft hand comer of the nans

3. Select the OPTIONS tab (Top right corner). This tab allows you to access ‘Support’, edit your
‘My profile’ and edit your ‘Settings’.

| ClassCower My Availability My Bookings & Schools  Our Schools  Join the RTA  Help Videos

LI TLACANS WO S

Edit Settings

Account Settings Email Notifications
Mew Password Send me an email the day before a booking with the
ool's details.

Z] send me an email on Sundays with a breakdown of my

Confirm New Password upcoming bookings for the week.

[]1 Send me a reminder email if it has been & days since |
updated my availability.

[-]1 Send me an email on a Sunday as a reminder to update
my availability for the coming week.

Note: You can tum off the email notification reminders by
deselecting the check boxes.

Save Seilings Cancel

ClassCover notifications alert you to upcoming work or remind you about updating your profile. No
action is required.

Updating Your Availability

Each time you log on to ClassCover you will be asked if your availability is up-to-date. If you have not
marked as being available you may miss out on work opportunities.

There are three ways to update your availability:

- Individual or multiple day/s
- Repeating Status
- SMS

Go to https://www.youtube.com/playlist?list=PLKx0ZdIVODOb-Sh63TA9noTO8A4iOLppT to view
how to videos.

For more information visit www.classcover.com.au contact your school relief staff administrator; or
phone 1300 650 442.



https://www.youtube.com/playlist?list=PLKxoZdlVOD0b-Sh63TA9noTO8A4iOLppT
http://www.classcover.com.au/

