
 

 

 

Role of Casual Educational Assistants: 

Casual Educational Assistants (EA) are required for all schools in 

Beautiful Plains School Division.  Casual EAs are substitute EAs 

who cover when regular staff are absent from school.  School 

principals call and book casual EAs as needed.  Bookings could 

occur the night before or in the morning before school.  In order to 

be a casual EA, one must be available to work Monday to Friday 

9-3:30.  Attached is the required paperwork to be filled out and 

returned to the school Division Office - 213 Mountain Avenue, 

Neepawa.  

Functioning under the supervision of a classroom teacher and/or 

resource teacher, casual EAs are responsible for supporting the 

work of teachers by providing instructional support to students. 

Other responsibilities include assisting students with classwork, 

working 1-1 with students, reinforcing strategies introduced by the 

teachers, and doing outside playground duty.     



 

 
 

 
To: Potential Casual Educational Assistants 

 
 
It is the policy of the Division that new employees are to provide the following 
information to the school division. 

 
a.) Application for Casual Educational Assistant  

 
b.) Criminal Records Check 

 
Go to the RCMP detachment office and request a “RCMP criminal 
records check”.  There will be a charge for this that will likely be $10.00. 
This check must be requested by you.  The RCMP will not accept 
requests from us.  The detachment will complete the check and give you 
a report, which is to be forwarded to us.    

 
c.) Child Abuse Registry Check 

 
Sign Part 1 and complete section B of Part 2 of the enclosed forms and 
then arrange to come to the Division Office or one of our schools at your 
earliest convenience.  As a Division, we are to check two pieces of 
identification and then we send the application in to the registry unit. If 
you have previously completed these checks within the last 12 months, 
please forward a copy to the Division Office.  The results of these checks 
will be treated as confidential by the Division. 

 
d.) Criminal Record / Child Abuse Registry Declaration (The above two 

checks will take some time to process, so in the meantime we ask that 
you fill out a declaration.  
 

e.) Respect In Schools 
 
Manitoba Education requires that all staff complete the Respect in 
Schools training including casual employees. The time frame suggested 
is about an hour and a half for completion. When the course is 
completed, please email the certificate to Twyla Kopytko – Executive 
Secretary for Beautiful Plains School Division (tkopytko@bpsd.mb.ca) 
The link to access the course is: 
https://mbed-school.respectgroupinc.com  
 

f.) A “VOID” cheque for direct payment to your account 
 
g.) Tax Forms TD1 and TD1MB 

 
 
Once these forms are received, your name will be added to the casual list and sent 
out to the schools.   
If you have any questions, please call the Division Office at 476-2388.   
 

https://mbed-school.respectgroupinc.com/


 

 
 
 

APPLICATION FOR CASUAL EDUCATIONAL ASSISTANT 
 

Name (in full): 

 

Date of Application: 

Address: 
Box:   
Town:                                   
Postal Code: 

Phone (Home): 

 

 

Phone (Cell): 

 

Phone (Work): 

Date of Birth: (print month) Social Insurance Number: (S.I.N.) 
 

Email: 

 

 the days you are available to work: 

 
____Monday____Tuesday ____Wednesday____Thursday ____Friday 

 
                                                                                                                                        

Please include a VOID cheque for payment  
Please include a copy of your Child Abuse Registry Check  

and Criminal Records Check 
 

Check    the School or Schools at which you are willing to substitute. (Mark as many as you wish.) 

 

 Brookdale  (K - 8)  Acadia Colony (N.E. of Carberry) 

 J. M. Young  (Eden  K - 8)  Fairway Colony (Douglas) 

 R. J. Waugh  (Carberry K - 4)  Riverbend Colony (S.E. of Carberry) 

 Hazel M. Kellington  (Neepawa K - 4)  Rolling Acres Colony (Birnie) 

 Neepawa Area Collegiate  (Gr. 9 - 12)  Sprucewoods Colony  (Brookdale) 

 Neepawa Middle School (Gr. 5 – 8)  Twilight Colony  (S. of Neepawa) 

 Carberry Collegiate  (Gr. 5 – 12)  Willerton School  (Springhill Colony) 
 

 

REFERENCES: 

 

 

  

 

 

  

 

 

  

In the event that you would like your name removed from the casual list, please contact the Division 

Office at (204) 476-2388. 

SIGNATURE _________________________________  
 

 

 

 

  



 
A condition of employment with the Beautiful Plains School Division is disclosure and release of information 
on charges of convictions of a criminal or other offence.  All candidates considered for employment must 
complete this declaration prior to final consideration for employment. 

 
I ____________________________________ declare the following: 
 
 
 

CRIMINAL RECORD 
 
________ I have never been charged or convicted of a criminal offence and do not have a criminal record. 
 
 
________ I have been charged or convicted of a criminal offence and declared the charge(s) or conviction(s) 
 as follows. 
 
 

Date of Offense Explanation of Charge or Conviction 

  

 

  

 

 
 
 

CHILD ABUSE REGISTRY 
 
________ I have never been listed on a Child Abuse Registry. 
 
 
________ I have been listed on a Child Abuse Registry. 

 

 
 
 
 
Date: _________________________________________________________ 
 
 
Employee’s Name: ______________________________________________ 
 
 
Employee’s Signature: ___________________________________________ 

CRIMINAL RECORD / CHILD ABUSE  
REGISTRY DECLARATION 
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