Welcome to the Toronto District School Board
Introduction
Please use a desktop PC computer and a google chrome browser or Microsoft edge for the best
experience.

As a newcomer to the Toronto District School Board (TDSB), we want to ensure that we have all the
information and documents required to get you started in your assigned school. To accomplish this, we
have created the Newcomer Profile Process.

The Newcomer Profile Process
The purpose of the Newcomer Profile Process is to create the Newcomer Profile Form which is a PDF
document that will capture all the personal information and documents needed by the TDSB and your
school. The process consists of the following actions:
1. Logging into the TISP (Toronto International Student Programs) application.
2. Updating the information on the Student Application Form that was submitted when you first
applied to the TDSB.
3. Completing the new Arrival Information section on this form.
4. Reviewing and approving the Newcomer Profile Form which is created by using the information
entered in steps 2 and 3 above.
5. Uploading required documents (PDF copies of your Immunization records, Study Permit, etc.)
6. Logging off
If you are not a recruiter, please skip to 1. Logging in to TISP on page 3.
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Special Note for Recruiters Only
If you are performing the Newcomer Profile Process for one of your students, please login to the TISP
system as normal, select the student application you wish to work with and begin the process at
Updating the Information on the Student Application Form.
When you get to the section for Uploading Documents, the process is slightly different as you will most
likely be dealing with multiple applications. Firstly uploads must be in PDF format and less than 2MB
each. To upload documents for a given student, highlight their application as shown below (do not click
on the TISP ID when attempting to highlight as this will open their application form). Once the selected
application has been highlighted the Upload Documents button will become enabled. Click on it and
continue following the instructions in the Uploading Documents section.
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1. Logging in to TISP
Before you can log in to the TISP application, you must have a TISP Id. If you don’t know your TISP Id,
you can locate it on one of the documents you received from the TDSB ‐‐‐ the Conditional Offer of
Acceptance or the Official Letter of Acceptance for example.

Activating an Account
During the short but busy newcomer arrival timeframe, we require all newcomers to “activate” their
accounts even if they had previously activated them when they submitted their application forms. This is
being done to reduce the number of support calls and emails to the International Students and
Admissions Office for forgotten passwords, answers to security questions, or to change email addresses.
All this data will be “reset” in the activation process. Activating an account means that you already have
a TISP Id but that you can’t login to the system because you haven’t created a password or set up your
security questions and answers. Follow the steps below to activate your account.
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1. Go to the Toronto International Student Programs (TISP) website: https://tisp.tdsb.on.ca/
2. Click on the Parent/Student Login button.

3. Click on the Activate Your Account button.
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4.

On the Student Account Activation screen, enter your TISP Id and then enter your legal last name,
legal first name and date of birth. Finally, enter and confirm the e‐mail address you would like
correspondence from the TDSB to be sent to. Click on the Next button.

Please note that the data you enter into the TISP ID, Legal Last Name, Legal First Name and Date of
Birth fields much match exactly what is in the TISP database otherwise you will receive the message
“Student details don’t match” and your account will not be activated. If you receive this message
but believe that you have entered this data correctly, please contact the International Students and
Admissions Office for help. You can refer to the Conditional Offer of Acceptance or the Official
Letter of Acceptance to see this information. Note that in these letters your surname is usually
presented in uppercase (e.g. SMITH) but it should be entered in mixed case here (e.g. Smith).
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5. On this screen you will create and verify your password and provide answers to 3 security questions
you will select from the available list. Note that the password must be between 7 and 10 characters
long and contain at least 1 digit and 1 alphabetic character and no special characters. When all data
has been entered, click on the Register button.

6. An email will be sent to the email address you entered on the Account Activation screen in step 4
above.
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7. When you receive the email, open it, and click on the confirm link.

8. This will open the following window confirming that your account has been activated and that you
can now log in to the TISP application. Click on the Login button.

9. You will be taken to the TISP Login screen. Enter your TISP ID and the password you created in step 5
above and click on the Login button.
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10. You will now have to answer one of the security questions you created in step 5 above.

You will see the Student Application Status screen. As a newcomer there should only be one
application displayed. To access your Student Application Form, click on your TISP ID as shown
below.
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The Student Application Form will display with all sections closed.

2. Updating the Information on the Student Application Form








When you applied to the TDSB, you, your parent/guardian, your custodian, or your recruiter
completed a Student Application Form and submitted it to the TDSB. Since this form was
submitted, some time has passed, and we are asking you to please update any information that
may have changed since then.
The application consists of 14 sections. Sections 1 – 13 need to be reviewed and, if necessary,
updated. Section 14 is a new section and should be completed. The sections should be
completed in order.
When you are finished with a section, click on the Save button to advance to the next section. If
you receive any errors ‐‐‐ they will appear in red at the top of the section ‐‐‐ correct them and
then click on the Save button again.
You can always go back to a particular section by clicking on its header.
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Start by opening Section 1: School Request. Just click on the section number or name to open it.

Completing Section 1: SCHOOL REQUEST







If applicable, update the Last grade successfully completed field.
NOTE: You cannot change the term, grade, or school that you applied for. These can only be
changed in consultation with the International Students and Admissions Office. Scroll to the
bottom of the section.
If your living arrangements have changed since your application was submitted, update the
While in Canada, I will be: selection.
This field must be updated if you selected “I do not know where I will be living at this time”
on the original application. At this time, this is no longer an acceptable option ‐‐‐ you must
either select another option or contact the International Students and Admissions Office for
further instructions. You should not attempt to continue to complete this form until this
issue has been resolved.
Once all changes have been made, click on the Save button to advance to the next section.
If you receive any errors ‐‐‐ they will appear in red at the top of the section ‐‐‐ correct them
and then click on the Save button again.

Completing Sections 2-13




For each section, review the data that was submitted with the original application and
update anything that has changed.
Once all changes have been made, or if there are no changes required, click on the Save
button to advance to the next section.
If you receive any errors ‐‐‐ they will appear in red at the top of the section ‐‐‐ correct them
and then click on the Save button again. No changes in a section will be saved if there are
error messages displayed in that section.
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Checklist:











If you changed who you will be living with in Section 1: School Request, please make sure
that the address in Section 2: Student Information is updated as well. There must be a valid
Toronto address entered in this section. If the student has requested to study virtually in
their home country in section 1, please enter in the below valid Toronto address:
 5050 Yonge Street, Toronto, ON M2N 5N8
If you changed your selection to Living with my CIC custodian OR if your custodian has
changed, you must complete Section 4: Custodian Information. If the “This section does not
apply to me ….” checkbox at the top of this section has been checked, you must first
uncheck it to enable the fields in this section.
If you changed your selection to Living with a homestay OR if your homestay has changed,
you must complete Section 5: Homestay Information. If the “This section does not apply to
me ….” checkbox at the top of this section has been checked, you must first uncheck it to
enable the fields in this section.
If you changed your selection to Living with my parent(s) / guardian(s), you must provide a
phone number where they can be reached in Canada in Section 3: Parent Information.
If there is data in Section 4: Custodian Information that no longer applies to you (i.e. you
originally said you would be Living with my CIC custodian and have updated to a different
option) you will need to remember to check the “This section does not apply to me ….”
checkbox at the top of this section and click on the Save button in order to delete the data
in this section.
Similarly If there is data in Section 5: Homestay Information that no longer applies to you
(i.e. you originally said you would be Living with a homestay and have updated to a
different option) you will need to remember to check the “This section does not apply to
me ….” checkbox at the top of this section and click on the Save button in order to delete
the data in this section.
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3. Completing Section 14: ARRIVAL INFORMATION





This is a new section meant to capture data that would not have been available when the
original application form was submitted and to collect additional data that may help your
counsellors better understand your preferences. You may request to apply for virtual TDSB
School, and we will try our best to accommodate, but will be based on availability and TDSB
policies.
Any field with an * is mandatory.
When you have completed this section, click the Save button. If you receive any errors ‐‐‐
they will appear in red at the top of the section ‐‐‐ correct them and then click on the Save
button again. If there are no errors, you will see the Review Newcomer Profile Form button.
Click this button and continue to follow the instructions under “Reviewing the Newcomer
Profile Form”

4. Reviewing and Approving the Newcomer Profile Form


When you click on the Review Newcomer Profile Form button a new tab opens and presents
you with a PDF version of the Newcomer Profile Form.
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The Newcomer Profile Form is a presentation of the data you have entered in sections 1 – 14
above. Copies of this form will be kept in the International Students and Admissions Office and
will also be forwarded to your assigned school. It is important that the information in this form
is accurate and complete which is why we ask you to review it before you approve or sign off on
it. Please note that once you click on the Sign Off button (shown above), you will still be able to
view the data in your Student Application Form, but you will no longer be able to update it.
Clicking the Sign Off button also signals to the International Students and Admissions Office that
you have completed the Newcomer Profile Process.
If you are not ready to sign off, click the Cancel button which will return you to the application
form where you can continue to make changes. When you do click the Sign Off button, you will
be returned to the application form, but all the fields will be protected from any further changes
and the Review Newcomer Profile Form button will be replaced by a View Newcomer Profile
Form button. Clicking on the Cancel button here will return you to the Student Application
Status screen.
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5. Uploading Documents
Which Documents are Required?
Please review the following list to see which documents are required for you to upload.







Passport (photo page only) – Required for all applicants.
Most Recent Transcripts (Notarized in English) – Required only for those students
assigned to grades 07 – 12.
Immunization Records (Not Required in English) ‐ Required for all applicants.
Study Permit – Required only if you answered Yes to the Study Permit question in
Section 14:Arrival Information on the Student Application Form.
Notarized IRCC Custodian/Parental Forms – Required if the applicant has indicated that
they will be living with either a custodian or a homestay in Toronto and they are under
the age of 18.
Two proofs of Address – Required for all elementary applicants (i.e. assigned to grades
JK‐08).
o One of them must be Lease Agreement / Property Tax / Home Ownership.
o Second one can be any mail with the parent/custodian/guardian's name and the
address of the residence. (Hydro, Electricity, or Mail)

Uploading Documents
Uploading documents involves sending the TDSB links to documents that you have previously
uploaded to your computer or network. These documents should be in PDF format. You can
upload documents anytime (even after you have signed off on the Newcomer Profile Form) by
clicking on the Upload Documents button found on the Student Application Status screen.
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You will be presented with a screen like the one below.

To upload a document, click on Upload File link. You will be taken to your file system where you
will have to locate the PDF document you wish to upload. Either double‐click on the file name or
click on the file name and then click on the Open button.
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When the File Folder pops up, change file types to “All Files” and click on the file you want to
upload (PDF format, no bigger than 4MB please)

Note that documents whose names are in blue have already been uploaded and can be viewed
by clicking on their name.
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If the checkbox in the Verified column has been checked, those documents can no longer be
uploaded as the International Students and Admissions Office has already reviewed and
approved them. If you want to replace these documents, you will have to consult with the
International Students and Admissions Office.
If the checkbox in the Verified column has not been checked, those documents can still be
uploaded. If you attempt to upload a document that has been previously uploaded, the new
document will replace the previously uploaded document in the TDSB’s file system

6. Logging Off
From the Student Application Status screen, click on the down arrow next to your TISP Id as
shown below. A logout button will appear. Click on it to logout of the TISP application.
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