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All requests to Employment Letters will be submitted through the Forms Online system accessible 
through Employee Self Service (ESS). Employees may login to ESS to create new Employment Letters 
request.  
 

To fill in an Employment Letters 

How to Login to the System 

To access the system, go to www.ddsb.ca and click on Staff button near the top right of the page:  

 

Click on HRP Link and then login with your credentials again.  

 
 
Click on Forms Online on the left-hand side.  
 

 
 
 
 

http://www.ddsb.ca/
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You will see all available forms based on your current job code.  
Click on Employment Letters:  

 
Complete the form and click on the Submit button:  

 
 
After you have successfully submitted your request form, you will be able to see your submitted forms 
and the status of each request by clicking My Previously Submitted Forms on the menu bar at the top of 
the screen.  

Please note it can take up to 48 hours for the letters to be emailed to your DDSB 
email address or mailed to your home address as per your request. 


