
FAQ’s

Where can I find a copy of my Collective Agreement?
	 All	Collective	Agreements	can	be	found	on	the	staff	portal	or	by	clicking	the	links	here:	 	
 CUPE	Collective	Agreement	-	Secretarial/Clerical/EA/ECE
 CUPE	Collective	Agreement	-	Maintenance/Caretaking
 EFTO	Collective	Agreement	
 EFTO	Collective	Agreement	-	Occassional
 OSSTF	Collective	Agreement	
 PSSP	Collective	Agreement
  
I have changed my address and/or marital status, who do I tell to make these changes?
	 If	you	have	moved	or	are	changing	your	marital	status/last	name,	you	will	first	need	to	update	
	 your	name	on	your	SIN	with	Service	Canada.	For	more	information,	please	visit	their	website.	You
	 will	need	to	complete	the	-	Employee	Information	Change	Request	and	send	a	copy	of	your	
	 marriage	certificate	to	Susan	Bowles	-	bowless@limestone.on.ca	in	HR.

How do I stop contributing to the CPP?
	 Employees	65	to	70	years	of	age	who	wish	to	stop	contributing	to	the	Canada	Pension	Plan,	or	
	 who	want	to	revoke	a	prior	election,	can	do	so	by	filling	out	the	CPT30	form.	This	can	be	found	
	 here	-	CPT30	Form.	This	form	needs	to	be	forwarded	to	the	payroll	department	-	
 payroll@limestone.on.ca

I am having difficulty logging onto e-serve. What should I do?
	 Your	username	is	the	first	part	of	your	email	before	the	@	and	your	password	is	the	number	you	
	 received	(to	view	your	paystub)	by	email.	If	you	receive	an	error	when	logging	in,	please	contact	
	 the	e-serve	Administrator	for	assistance	–	sdsadmin@limestone.on.ca

Where do I go to obtain an employment verification letter?
	 If	you	are	needing	a	letter	to	verify	your	employment,	please	contact	Susan	Bowles	in	HR	–	
 bowless@limestone.on.ca

I have changed my banking, what is the appropriate way to let Payroll know?
	 You	need	to	complete	an	Employee	Information	Change	Request.	This	form	needs	to	be	
	 forwarded	to	the	payroll	department	-	payroll@limestone.on.ca.	This	form	can	be	found	on	the	
	 Portal	under	the	forms	hub,	or	by	clicking	here	-	Employee	Information	Change	Request

Do I get paid statutory holidays while in a long-term position?
	 In	a	long-term	position,	you	are	only	paid	for	the	days	worked,	therefore	you	are	not	paid	for	
	 statutory	holidays.	
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https://cdn5-ss16.sharpschool.com/UserFiles/Servers/Server_352698/File/LDSB-CUPE%20Local%201480%20Secretarial-Clerical-EA-ECE-Technical%20Collective%20Agreement-19-22-Final.pdf
https://cdn5-ss16.sharpschool.com/UserFiles/Servers/Server_352698/File/LDSB-CUPE%20Local%201480%20Maintenance-Caretaker-Driver%20Collective%20Agreement-19-22-Final.pdf
https://cdn5-ss16.sharpschool.com/UserFiles/Servers/Server_352698/File/Final%20Signed%202019-2022%20Combined%20ETFO%20Collective%20Agreement.pdf
https://cdn5-ss16.sharpschool.com/UserFiles/Servers/Server_352698/File/2019-2022%20ETFO%20OT%20Collective%20Agreement%20-%20Dec%2021.pdf
https://cdn5-ss16.sharpschool.com/UserFiles/Servers/Server_352698/File/2019-2022%20OSSTF%20Combined%20Agreement%20Final%20-%20signed.pdf
https://cdn5-ss16.sharpschool.com/UserFiles/Servers/Server_352698/File/PSSP%20CA-19-22%20Final-signed.pdf
https://www.canada.ca/en/employment-social-development/services/sin/receiving-updating.html
https://www.limestone.on.ca/common/pages/DownloadFileByUrl.aspx?key=W97%2b1IpxaJkYc0qarMVXovF2AgFZcnqCUakVFtXwsnNyC7%2fTySeNohBIbBp1EQiGKAtTFMqPvUUwrRoHaAEK4K6myN90vxS0AnOdktN7%2bT75fTNlcKPd9mt07vYo4vlfbRagaUBsTbL7lh5h4XwH0vsDJhTPcSvEYUHQRBWyPmbBW2polYnjsPT8yGVkv9J9OYPp69bNdgS6jvnSfz84Yj281uxvNB4U%2bWD4nMM%2b%2bxVxamtD
mailto:bowless%40limestone.on.ca?subject=
https://www.canada.ca/en/revenue-agency/services/forms-publications/forms/cpt30.html
mailto:payroll%40limestone.on.ca?subject=
mailto:sdsadmin%40limestone.on.ca?subject=
mailto:bowless%40limestone.on.ca?subject=
mailto:payroll%40limestone.on.ca?subject=
https://www.limestone.on.ca/common/pages/DownloadFileByUrl.aspx?key=W97%2b1IpxaJkYc0qarMVXovF2AgFZcnqCUakVFtXwsnNyC7%2fTySeNohBIbBp1EQiGKAtTFMqPvUUwrRoHaAEK4K6myN90vxS0AnOdktN7%2bT75fTNlcKPd9mt07vYo4vlfbRagaUBsTbL7lh5h4XwH0vsDJhTPcSvEYUHQRBWyPmbBW2polYnjsPT8yGVkv9J9OYPp69bNdgS6jvnSfz84Yj281uxvNB4U%2bWD4nMM%2b%2bxVxamtD


When will I get paid?
	 Casual	employees	are	paid	2	weeks	in	arrears.	Permanent	employees	are	paid	up	to	date.	The	pay	
	 schedule	can	be	found	on	the	Portal	or	by	clicking	here	-	Payroll	Schedule	2023-2024

When will ROE’s be issued?
	 ROE’s	will	be	issued	after	your	last	pay	period	date.	ROE’s	are	sent	electronically	to	Service	
	 Canada.	HR	will	notify	payroll	that	there	will	be	a	lapse	in	your	employment	and	the	reason.	Pay
	 roll	will	then	issue	a	ROE	according	to	those	directions.	ROE’s	will	not	be	issued	for	Christmas	or		
	 March	Break	unless	requested.	

How do I access my pay stub?
	 When	you	first	started	with	LDSB	you	were	sent	an	email	with	the	steps	to	retrieve	your	PIN.	Your	
	 paystub/tax	slip	will	be	sent	to	your	email	automatically.	Your	username	is	the	beginning	of	your	
	 email.		https://sdsweb.limestone.on.ca/sds/ This link will only work from a Limestone location 
	 (the	username	is	your	limestone	email,	and	the	password	is	your	email	password).	If	you	forgot	
	 your	PIN,	simply	click	on	the	Forgot	Your	Password	Link	and	it	will	be	emailed	to	you.

When are timesheets due?
	 	Timesheets	are	due	on	Tuesday	at	12noon	and	will	need	to	be	properly	filled	out	and	signed	
	 off	on	by	the	Supervisor/Principal	before	submittion.	Any	timesheets	submitted	after	the	dead
	 line	may	result	in	payment	on	the	following	pay	date.		

Why did I pay Teachers Pension Plan (TPP) on a non-teaching position?
		 Once	you	become	a	certified	teacher	you	must	pay	into	the	Teachers	Pension	Plan.	Qualified	
	 teachers	must	contribute	to	OTPP	if	they	are	working	in	any	capacity	at	a	school	board.	
	 Contributions	are	mandatory	for	all	qualified	teachers,	whether	they	are	in	a	teaching	or	
	 non-teaching	role.	

What do I need to do once I become a certified teacher and I am waiting on my OCT #? 
		 Please	contact	HR	–	Human	Resources	Contacts	as	soon	as	you	receive	your	temporary	OCT	#.	
	 Once	you	are	given	a	temporary	OCT	#	you	must	start	contributing	to	Teachers	Pension	Plan	(TPP). 
.	
How is my pay calculated for my permanent teaching position?
		 Pay	Calculation:
	 Grid	rate	/	teaching	days	=	Daily	Rate
	 Daily	Rate	x	FTE	x	teaching	days	=	Salary	Entitlement
	 Salary	Entitlement	/	pay	periods	remaining	=	Bi-weekly	pay
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https://www.limestone.on.ca/common/pages/DownloadFileByUrl.aspx?key=CIJtI680PBOP3OHy%2bk5bjgKTnNgCsoFuXqOGmjJ5XrV1i8tBh0jjBF7k4MrcsfToI7hkcC8ilRkiDDayv94gvZkbTJGkN2qtXpxmCTCmjDEy1SKx0VJxAcSMKvLx4ieAtrZair%2f7sc%2bXzqFSO7YjgtePURMjLA57eNp0I7x0xnE%2fo76H
https://sdsweb.limestone.on.ca/sds/
https://www.limestone.on.ca/cms/One.aspx?portalId=352782&pageId=22321837
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	 *Please	note,	pay	calculations	would	be	the	same	for	both	Elementary	and	Secondary	Teachers;	
	 however,	the	scenarios	below	are	based	on	an	Elementary	grid.*

	 Scenario	1

	 Beginning	of	school	year
	 Teacher	is	an	A4	009	1.00	FTE
 
	 $90,733.00	/	194	=	$467.70
	 $467.70	x	1.00	x	194=	$90,733.00
	 $90,733.00	/	26	=	$3,489.73	Bi-weekly	pay

	 Scenario	2
   
	 Beginning	of	school	year	teacher	has	less	than	a	1.00	FTE
	 Teacher	is	an	A4	009	.80	FTE

	 $90,733.00	/	194	=	$467.70
	 $467.70	x	.80	x	194	=	$72,587.04
	 $72,587.04	/	26	=	$2,791.81	Bi-weekly	pay

	 Scenario	3

	 February	1,	teacher	returns	from	leave.	Teacher	is	an	A4	009	1.00	FTE	(Calculation	based	on	
	 2021/2022	school	year	calendar).

	 $90,733.00	/	194	=	$467.70
	 $467.70	x		1.00	x	100	(teaching	days	remaining	until	end	of	June)	=	$46,770.00
	 $46,770.00	/	15	(pay	periods	remaining	until	last	pay	in	August)	=	$3,118.00		Bi-weekly	pay.
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