
How to Request for Work on Kronos 

for Recreation Workers

City of  Toronto PFR

recworkerscheduling@toronto.ca

R e c r e a t i o n  W o r k e r  S c h e d u l i n g

mailto:recworkerscheduling@Toronto.ca


Registering and Setting Up 

Your Account
Self  Service Employee Remote Access (SS/ERA)



3

Getting Started
• Upon hiring you will receive a one-time 

registration code

• This will be received by mail 

within 2-4 weeks

• Contact 

recworkerscheduling@toronto.ca 

if not received

Technology Requirements
• A phone (either landline or cell phone) and

• A device with internet access (tablet or 

computer)

Recommended 

Use a computer (Google Chrome browser) or tablet 

(IOS 10 or higher or Android 4.4.2.8 or higher). You 

may experience issues using a mobile phone.

mailto:recworkerscheduling@Toronto.ca
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Registering for SS/ERA
• Go to www.toronto.ca/scheduling 

 

http://www.toronto.ca/scheduling
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Registering for SS/ERA
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Registering for SS/ERA
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Registering for SS/ERA
Employee Number

• Add a zero (0) before your employee number to 

make it eight digits. ( i.e. if your employee 

number is 8123456, enter ‘08123456’)

Temporary Password

• A unique eleven-digit code, specific to you made 

up of your birth month, birth day, last four 

numbers of your SIN and the last three digits of 

your postal code. 
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Registering for SS/ERA
Registration Code

• Locating on your mail out

• Case-sensitive

SAMPLE
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Registering for SS/ERA

Enter your Employee Number 

and Temporary Password, 

then press Sign in
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Registering for SS/ERA

Technology Services Division Service Desk 

416-338-2255
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Setting Up Your Password
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Setting Up Your Phone Number
• When login externally you will need to set up a phone number to receive a 

text message or a phone call

• Ensure the number is the same one you are using when logging in

• When you login, the website will send that number a unique 6 digit 

Security Code. The code is only good at the time of your login and 

cannot be reused.
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Setting Up Your Phone Number
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Registration is Complete

Close this tab

Logout



Logging Into SS/ERA and 

Kronos Workforce Central
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Logging into SS/ERA
• Go to www.toronto.ca/scheduling 

 

http://www.toronto.ca/scheduling
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Logging into SS/ERA
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Logging in to SS/ERA

VOICE  TEXT

Add a zero (0) before your 

employee number to 

make it eight digits. (i.e. 

8123456 -> 08123456)
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Logging into Kronos WFC
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Logging into Kronos WFC
Add a zero (0) before your 

employee number to make 

it eight digits. (i.e. 8123456 -

> 08123456)
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Kronos WFC Landing Page

The Menu Bar at the top 

allows you access the 

main sections of the 

widget.

The Log Out Button

You will find up to date 

information about PF&R 

here on the slide 

show/carousel

The Quick Links section 

allows you to move to a 

specific task from the 

Menu Bar.

Locations Map takes you 

to the Parks & Recreation 

Facility Listings page on 

www.toronto.ca 

http://www.toronto.ca/


Updating “My Info”

Kronos Workforce Central  (WFC)
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Confirm Your Address
• Verify your Primary 

Address

To change your primary 

address, contact 

TEAM Central 

1.  Complete the  

online form 

2. Call 416-338-0016

https://www.toronto.ca/home/team-toronto-employee-and-manager-central/team-central/#terms
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Update Your Contact Method
REMEMBER

Make sure you update your Contact Method to 

receive notifications. It is strongly encouraged to 

change your Contact method to SMS & Email



Managing Your Resumes

Kronos Workforce Central  (WFC)



26

Create a Resume

• Resumes can be adapted per job that you 

are applying for

• A resume MUST be linked to all C/D/Relief 

Requests

• Fill in the form, a resume attachments is not 

necessary
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Fill in the Resume Form

Important:

If you begin either of the work/volunteer or education history sections, then you MUST complete every field 

in the respective section, including end date. You can pick a date well into the future to indicate that a 

segment is ongoing



Creating a Request for Work

Kronos Workforce Central  (WFC)
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Navigating Requests
• This is where you can Add New Request or view your Request status

1

2
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Creating a Request

1.

2. 3.

4.

5. 6. (optional)

7. 

8. (optional)

1. Request Type

2. Season

3. Program Area

4. Location

5. Job

6. Sub Job (optional)

7. Resume

8. Notes (optional)

9. Days

10.Shift Start and Shift End
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1. Request Type (Scheduling Procedure Guideline)
Follows the PFR Recreation Worker Scheduling Procedure Guide 

Request Types

• Part A – You worked more than 2/3s of the same shift in the 

same season during the previous year

• Part B – You’ve worked at that location within the last 12 months 

and have worked in this position (relief or another shift)

• Part C – You’ve worked at that location within the last 12 months 

and are applying for a position you haven’t worked before

• Part D – You are an active Recreation Worker and are available 

to work

• Relief – You are an active Recreation worker, qualified for the 

position, and are available to work

New Hires

There is no selection for New Hires as you can fall into any of 

the above Request Types.

I.e., If you have not worked at all, select Part D and / or Relief

https://www.toronto.ca/wp-content/uploads/2024/02/95b9-recreation-scheduling-request-procedure-guide-rec-worker.pdf


32

2. Season

.

• Four scheduling submissions period per year 

(Fall/Winter/Spring/Summer)

• Seasonal Submission Details can be found on the Scheduling Website

• Late submissions can be made until the last day of each season.

• When in doubt, check with your Scheduler

https://www.toronto.ca/home/jobs/information-for-applicants/recruitment-initiatives/recreation-jobs/returning-recreation-worker-scheduling/online-submission/
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3. Program Area

.

Certain jobs are available in certain 

Program Areas

• A job can be available in more than one 

Program Area

• Adapted & Inclusive

• After School Recreation 

Care

• Aquatic

• Arts

• Camps

• Call Centre

• Community Gardens

• Program and Facility 

Support

• Fitness

• General Interest

• Skate

• Ski

• Sports

https://www.toronto.ca/wp-content/uploads/2019/05/8f8c-2019-Recreation-Program-Area-Descriptions.pdf
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4. Locations

.

• You must submit a request for each location 

you are interested in

• You can skip District. Once you select a 

location, the District will auto populate

TIP
If there are more than 25 possible 

Locations, the Drop Down does not 

display all location options. Start 

typing in the location in the text box 

and it will be available for you to 

select.
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5. Job

.

• Job is sometimes referred to as position or 

classification

• Only the jobs available at that location is 

available in the drop down

• Find wage chart and job descriptions here

6. Sub Job
• Sub Jobs are used to narrow down your 

Shift Requests.

• I.e., If you are a Music Instructor, you can 

select Drumming if you want to be 

selected as a Drumming Music Instructor 

only. If you do not select a Sub Job you 

will be matched for all Music Instructor 

positions. Not all positions have Sub Jobs

https://www.toronto.ca/data/parks/prd/hiringnow/all-ongoing-opportunities/index.html
https://www.toronto.ca/wp-content/uploads/2019/05/8087-2019-Recreation-Program-Area-Jobs-Subjobs.pdf
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7. Resume

.

• Choose a resume from the drop 

down

• If you do not see a resume, you 

have not created a resume in 

Kronos or your resume has 

expired (refer to My Info)

TIP
A resume is REQUIRED when you 

submit a Type C/D/Relief Request

8. Notes
• Any additional info you would like 

to share with the Scheduler

• This section is optional
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9. Days

.

• Indicate which days you are 

available to work

• You can select more than one

• Suggestion – submit a request for 

each day you are available unless 

you know the shift is multiple days

• If your time availability changes day 

by day be sure to submit individual 

Requests

10. Shift Start 

and Shift End
• Indicate Shift Start and Shift End 

time you are available

• Be sure to have your AM and PM’s 

correct. To change it, all you have to 

do is press AM or PM

REMINDER
Schedulers understand that your available dates and times may change after the on-time 

Submission Period. Make sure you submit Request for the days and times you may be available. 

You can decide to accept or decline an offered shift.
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Submitting a Request
• After you fill in the form, make sure you submit your Request

• Your Request has been submitted if you no longer see the Submit button
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Where should I apply?
Recreation Centre Map:

https://www.toronto.ca/data/parks/maps/centres/index.html

Registered Programs Map:

https://www.toronto.ca/data/parks/funguide/map/index.html#lat=&long=&date=1

&age=&acc=&ar=3&camps=&gen=&fi=&sp=&sk=&sw=&ski=&other=&district=&

barcodes=&a= 

Drop In Programs Map:

https://www.toronto.ca/data/parks/dropin/index.html

Recreation Reservations and Program Registration

Online Registration & Booking – City of Toronto 

https://www.toronto.ca/data/parks/maps/centres/index.html
https://www.toronto.ca/data/parks/funguide/map/index.html#lat=&long=&date=1&age=&acc=&ar=3&camps=&gen=&fi=&sp=&sk=&sw=&ski=&other=&district=&barcodes=&a
https://www.toronto.ca/data/parks/funguide/map/index.html#lat=&long=&date=1&age=&acc=&ar=3&camps=&gen=&fi=&sp=&sk=&sw=&ski=&other=&district=&barcodes=&a
https://www.toronto.ca/data/parks/funguide/map/index.html#lat=&long=&date=1&age=&acc=&ar=3&camps=&gen=&fi=&sp=&sk=&sw=&ski=&other=&district=&barcodes=&a
https://www.toronto.ca/data/parks/dropin/index.html
https://www.toronto.ca/explore-enjoy/parks-recreation/how-to-use-our-services/online-registration-booking/


Review Submissions 

and Statuses

Kronos Workforce Central  (WFC)
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Review Submission

1

2 TIP
Sometimes, you may 

not see your 

submissions. They 

will appear if you 

press one of these 

buttons.
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Review Status



How to Accept A Shift Offer
Kronos Workforce Central  (WFC)
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Viewing Shift Offers
• Look for a shift with a Status as Offered

• If you click the Offered button the shift will pop up

• Alternatively, you can click into the top banner section Messages to view information
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Accept/Decline Shift Offer
• This is what a shift you have requested and been offered looks like

• From here, you can Accept or Decline using the buttons at the bottom

• Click the BLUE hyperlink in Shift: to view the complete shift schedule details.
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Shift has been Accepted
• If you Accept the shift, you have confirmed your acceptance for the season

• The status will also be updated to Assigned in the Request tab

• At this point, your Scheduler should have contacted you. If not, they will 

shortly (they may email or call you)
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Questions about using the system, contact us:

By email: recworkerscheduling@toronto.ca,  

By phone: (416) 395-7926 - phone line will be active during 

the on-time application period.

Questions about the shift or your requests to work, please 

contact the Community Recreation Programmer (CRP) at the 

city location you applied to.
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