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Adding New Teachers to Your School 

Version 1.1 ● November 16, 2017 

Use the District Staff tab to search for new teachers and assign them to your site. Once a new teacher 
has been added, the Power User can then assign the appropriate role/permission, and add them to an 
existing class. 

Adding a Teacher 

1. On the Start Page, select the District Staff tab. 

2. On the District Staff Search page, enter the Staff Name and/or Employee ID. 

 

3. On the District Staff Search Results page, click on the pencil icon to assign the staff to your site. 
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4. On the Assign Staff Member to This School page, turn on the Active checkbox. 

5. Select Teacher from the Staff Type drop-down menu. 

6. Click Submit. 

 

7. Click the Security Settings link at the top of the page to access the Security Settings page. 
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8. On the first tab of the Security Settings page, turn on the checkbox for Sign in to PowerTeacher. 

9. Verify the Active checkbox is selected for your school, and Teacher is selected as the Staff Type. 

10. Click Submit. 
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Replacing a ZZ Teacher or Other Placeholder Teacher 

In your master schedule, you may have ZZ Teachers or other teacher placeholders. These placeholders 
could be for teachers that have yet to be assigned to your school, or for teachers that have been 
assigned, but never show up for the current school year.  

Once a new teacher has been identified, you will replace the ZZ Teacher or other teacher placeholder 
with the new teacher.  

1. On the Start Page, select Teacher Schedules from the main menu. 

 

2. Find the ZZTeacher who is currently assigned to the class. 

3. Select the Section Number of the class you want to assign to the new teacher. 

 

4. On the Edit Section screen, in the Teacher-Section Lead area, click on the existing ZZteacher 
name, and select the new teacher from the Staff drop-down menu. 
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5. Click Submit at the bottom of the page. 
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Creating a New Class Section 

1. On the Start Page, under Setup, select School. 

2. On the School Setup page, scroll down to Scheduling and select Sections. 

3. Select the course from the main menu on the left. 

4. On the course page, select New. 

5. Enter the appropriate information for the course and assign the new teacher. 

6. Click Submit at the bottom of the page. 
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Adding a New Teacher to an Existing Section 

There may be times when a new teacher will take over as Lead Teacher for an existing section. CALPADS 
reporting requirements mandate the importance of keeping the original section in place when adding a 
new Lead Teacher. 

The new Lead Teacher will inherit the original Lead Teacher’s PowerTeacher and Gradebook. They will 
be able to take attendance, add assignments, edit gradebook setup, and their name will appear on 
progress reports and report cards. 

1. On the Start page under Functions, select Teacher Schedules. Select the Teacher whose section 
will be edited, then select the section number to be edited. 

2. On the Edit Section page in the Teacher – Section Lead area, click Add. 

3. From the Staff drop-down menu, select the name of the new Lead Teacher. 

 

4. Modify the End Date of the original Lead Teacher to the day BEFORE the new Lead Teacher 
takes over the section. 

5. Modify the Start Date of the new Lead Teacher to the day they BEGIN teaching the section. 

6. Click Submit. 

 


