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1.) Click on Employee Self Service 

 

2.) Click on Job Assurance 
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3.) Click on respond for the upcoming school year 
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4.) Read and respond to the Job Assurance information then click submit

 
5.) If you accept, you will receive a success message.  If you resign, you will see a link to fill out the resignation form. You can also get a 

printable letter by clicking on print. 



Instructions for Completing the Job Assurance Letters on Employee Self Service 

May 1, 2015 

 

 

 



           
   

Job Assurance Notifications for 10-Month Employees 
 
Please be advised that the Syracuse City School District has made some changes to Job 
Assurance Notifications for 10-month employees.  In years past you have received a 
paper copy to sign and return to the district.  This year, the process is being made 
electronic on the Employee Self-Service (“ESS”) link in People Soft.   

 
Please follow the steps below to complete the Job Assurance response on ESS. 

1. Go to the District’s website from any computer.  (scsd.us) 
2. Go to the Talent Management Page (Located under Quick Links) and click on the 

Employee Self Service link on the left side of the page. 
3. Login to Employee Self Service using the same login and password that you use 

to access email.  (If you need assistance with login / password, please contact 
the Office of Shared Accountability at X6274.) 

4. After logging on, please click the Employee Self-Service link located on the Main 
Menu. 

5. Under Personal Information, select Job Assurance.   
6. On the Job Assurance page, click the respond button and read the statement 

that appears and then respond at the bottom of the statement.   
7. You have an option to accept the position(s) for next year or decline the 

position(s).  If you choose to decline, a link populates in to direct you to an 
electronic resignation form.  Please complete this form to officially resign from 
your position. 

 
If you do not have access to a computer, there are four computers for public use located 
in the Talent Management Call Center at Central Office. 
 
The Job Assurance Notification submission deadline is June 30, 2015.     
 
Please contact the Talent Management Call Center at X4171 should you have any 
questions or concerns with the process. 
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