
How to Apply 

Teachers 
(Certified Teachers on Call, Uncertified Teachers on Call, Certified Contract 

Teachers) 

For more information or if you need assistance with your application, please contact us at 
hr@sd57.bc.ca or 250‐561‐6800 



Make A Future – Creating an Account 
1. Go to (click link) https://sd57-makeafuture.simplication.com
2. Click Register

3. Complete all fields. Be sure to select “Teachers, Principals & Superindendents” in
the “Select Position Category” dropdown. Once you’ve completed all fields, click
‘REGISTER’ at the bottom.

If it gives you an error saying that there is already an account linked to your 
email, please phone Make A Future at 1-866-806-6851 so they can help you 

access your account. 

https://sd57-makeafuture.simplication.com/WLSBLogin.aspx


Completing Your Application
**Please ensure you are not creating a new account when you forget your log in. 
Please contact Brittany Simrose, Human Resource Assistant, if you forget your 

login information. She will provide you with your Applicant ID and a phone 
number to have your login reset.** 

Reviewing & Updating your Portfolio 
**DO THIS BEFORE APPLYING TO POSTINGS!!** 

Login to your Make A Future Account 

https://sd57-makeafuture.simplication.com/

Confirm your portfolio is complete and up to date.  

Click Portfolio, then Personal Info. 



Confirm ALL information is accurate and up to date. 

Once you’ve updated your information, click Next. 

Click on ‘answer questions’ and update all fields. 



Once you’ve updated all questions, click NEXT. 



Click the Portfolio menu at the top of the page and select My Portfolio. 

This will take you to where you left off, prior to updating the Employer Questions.  

Click NEXT. 



Confirm your TRB Certificate and current TQS card are uploaded to the Teaching 
Certificates/Licensure section. If you need to add them or replacement them with 
a current copy, click ADD CERTIFICATE. 

Confirm and update your Qualifications. 

Click NEXT. 



Confirm your Language Skills are up to date. If you need to add a language, click 
ADD NEW. 

Complete the fields. Click ADD NEW to add another language, or click Next to 
continue. 



Using the drop down, select the year experience you have as a teacher, then click 
SAVE. 

Confirm your Previous Teaching & Other Related Experiences is up to day. To 
add, click ADD NEW. Complete the fields and either select ADD NEW to add more, 
or NEXT to continue. 



Confirm you have entered your Secondary Education Information. If you need to 
add or update this, click SAVE once completed. 

Confirm you have entered your Post-Secondary Education. 

To add your Post-Secondary Education information, click ADD NEW and 
complete all fields, then click SAVE. Then either click ADD NEW to add more or 
NEXT to continue. 



Confirm your references are up to date. To add references, click ADD. 

Complete all fields and click SAVE. Then either click ADD to add another 
reference, or NEXT to continue. 



Confirm your Resume and Cover Letter are up to date.  

Click either Resume or Cover Letter, then click SELECT FILE to upload the 
applicable document.  

Click NEXT to proceed. 



Ensure you have all of your documents uploaded, with the exception of your 
Criminal Background Check and Additional Documents. 

If you have any additional documents that don’t fit into the categories, upload 
them to Additional Documents. 

To upload the documents, click on the category and click SELECT FILE. 



To confirm each category has been completed, make sure there is a + beside 
each category.  

To view what you have uploaded to each category, click the + beside the category 
and the documents will be listed below. 

**If you do not have copies of certain documents, but think there is a copy in your 
employee file, email Brittany Simrose. She will review your file and email you 
scanned copies of all documents that should be uploaded to your portfolio** 

Once completed, click NEXT to continue. 

Your Portfolio is now complete! 

Click on the School District to review your portfolio. This is what Human 
Resources sees. 

Now you are ready to apply for postings. 



Applying to a Posting 
Click on the Job Postings menu at the top of the page and select Search Jobs. 

All of the jobs you see are what you have the option of applying to. 

(If you are unsure if you are an internal or external applicant, click “Account” at 
the top right. If there is a “Register For Internal Account” button on the drop 
down, you are only viewing external postings. If you believe you meet the 
qualifications (hold a Continuing contract, or are on the Service Record List) but 
have not been made an internal applicant, please email Brittany Simrose. She will 
make you an internal applicant if you are eligible, or provide you with an 
explanation of why you are not an internal applicant and an approximate date of 
when you might be eligible. 



Once you find a posting you would like to apply to, click on the posting. 

At the bottom of the page, click APPLY. 



If you would like to upload a Cover Letter or Resume that is specific to the 
posting, you can upload it here by clicking SELECT FILE. Otherwise, you can 
select “include the resume/cover letter from my portfolio. 

Click Next. 

If you followed the steps in the Portfolio section and had all of your supporting 
documents uploaded, you should now see a pop-up window telling you to submit 
your application. 



If you did not upload all of your supporting documents prior to applying for the 
posting, it will take you to the Supporting Documents page. You will need to 
upload them now. It will not allow you to proceed past this step without uploading 
the documents. 

Once you have uploaded the documents, the popup window to submit your 
application with open automatically. 
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