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Employee Self-Service 
ONLINE ACCESS TO EMPLOYEE PAYROLL INFORMATION 

 

WEB PAGE:  ccps.munisselfservice.com 

   Cecil County Public Schools Home Page   

   ccps.org  ­ Staff  ­ Employee Self Service 

Accessible from any computer or electronic device offering browser capabilities. 
Offers access to employee demographics, deductions, direct deposit information, 
W2, Check Information, and year-to-date pay information. 
 

Log In: Employee ID Number 

Password: (First Time Users) Last 4 digits of your Social Security Number; 
you will be immediately prompted to change your password 
 

Should you need assistance with the information available to you, please email 
munishelp@ccps.org or call the Payroll department at 410-996-5417.   

 

2024 - 2025 Pay Dates 

Substitute Pay Rates 

Teacher SubðDegree: $23 per hour 

Teacher SubðNon-Degree: $16 per hour 

Paraprofessional Sub: $16 per hour 
 

ccps.munisselfservice.com
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¶ The substitute teacher continues the organized program of instruction during the absence of the 
regular teacher.  

¶ The substitute should report 20 minutes prior to the opening of the regular school day in the     
interest of proper orientation to the day's work. 

¶ Report to the school office upon arrival to sign payroll sheets and to pick up assignment           
materials for the day. 

¶ The substitute should endeavor to preserve the regular routine of the class, follow the plans 
made by the teacher, and perform all duties expected of the regular teacher for that day (i.e.    
collecting fees, distributing supplies, recording pupil absences, etc.) 

¶ All substitutes must wear a visible CCPS issued photo identification at all times while in the   
building. 

 

Start times vary from school to school, please refer to each assignment in Absence Management for   

exact times. 

*Early dismissal on Wednesday;  however, substitutes must work through the end of the            

normally scheduled school day. 

 

 Start Time End Time 

Elementary Schools* 8:15 AM 3:45 PM 

Secondary Schools (Middle 

and High School) 

Please refer to the assignment 

in your Absence Management 

portal. 

Please refer to the assignment 

in your Absence Management 

portal. 

Cecil County School of      

Technology (CCSOT) 

7:50 AM  3:20 PM 

EXPECTATIONS FOR SUBSTITUTE TEACHERS 

HOURS OF WORK FOR SUBSTITUTE TEACHERS 
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The ABSENCE MANAGEMENT system will tell you what time you are expected to report to the 
school where you have accepted the assignment. When you arrive in the building, you must report 
to the office. 
 

You must report to the main office to receive directions to the classroom. The regular teacherôs 
schedule should be obtained from the main office along with information regarding extra duties 
such as bus duty, lunchtime supervision, etc.  Special activities planned for that day will be 
announced or will be shown on the daily bulletin.  
 

You may be asked to leave your car keys when being given a room key. When you bring the room 
key back, your car keys will be returned. 

 

It is the prerogative of the principal (or his designee) to reassign you 
to a classroom where there is greater need once you arrive at the 
school. Every effort will be made to keep you in your original 
assignment. 

¶ The school office will provide the official attendance record and any instructions pertaining to it. 
¶ The principal or his designee will provide appropriate building orientation. 
¶ Most schools have folders for substitute teachers containing information pertinent to that 
individual school. Check with the main office to see if one is available. 

¶ A detailed set of lesson plans should be provided covering the work for each class.  In order to 
take care of an emergency situation when it might be impossible to supply a set of detailed 
plans, each teacher will keep on hand at least one set of general (emergency) lesson plans 
which could be used at any time by a substitute. If a lesson plan is not provided, contact the 
Principal immediately so one can be provided to you.  Lesson plans may include: 
¶ Class schedules including section number, room number and time period. 
¶ Class rosters, including a roster of homeroom members at the secondary level. 
¶ A seating chart for each class. 
¶ At the elementary level, a list of students who will leave the room for various reasons 
(i.e., reading groups, hall patrol lists, band and chorus club lists, specific bus groups,  
gifted and talented, etc.) 

¶ Notations of significant information about individual pupils within a class that the 
substitute should know (i.e., class officers or student leaders, medical problems requiring 
special arrangements, etc.) and information concerning textbooks and teaching materials 
used and proper procedures to obtain them. 

¶ Prior to the arrival of students, you will want to: 
¶ Read through the lesson plans left by the teacher. 
¶ Locate the Emergency Procedures Guide. 
¶ Review fire drill procedures and crisis plans. 
¶ Locate copies of all necessary intra-school forms (i.e., attendance slips, cafeteria slips, 
pass slips, etc.). Instructions for their use will be provided. 

¶ Review the expectations, or rules, if any are posted. 
¶ Locate materials which will be needed throughout the day and if any equipment/
technology is needed for the lesson. 

¶ Introduce yourself to the neighboring teachers 

 

REPORTING TO YOUR ASSIGNMENT 

PRIOR TO THE START OF THE SCHOOL DAY 
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The substitute teacher is expected to carry out the duties of the regular classroom teacher. Our    
objective in using a substitute teacher is to ensure continuity of instruction until the regular teacher 
returns to duty. The following should assist you in successfully accomplishing these expectations: 

¶ Carefully follow the schoolôs procedure for reporting absent students. 

¶ Carefully follow the lesson plans prepared for you. If your assignment is for several days and 
lesson plans are not available, contact the Principal for instructions. 

¶ Plan to spend the entire time working with and for the students. Keep the students in your room 
under supervision at all times. No personal work of any kind should be done. Nor should you 
make or accept personal phone calls. Remember that you are as legally responsible for pupils, 
equipment, and materials as is the regular teacher. 

¶ Keep students in the classroom at all times. Substitutes should use discretion when issuing hall 
passes, unless it is for an emergency or urgent situation. 

¶ Contact an administrator immediately if discipline problems arise which you are not able to    

manage. Physical force is never to be used to discipline a student. At no point 
should you touch the student in any manner. 

¶ Refer all accidents, illnesses, administration of medications, or other emergencies to the       
Principal. 

¶ Do not keep any student after school without the Principalôs permission. Notes or any other  
communications should not be sent to parents without permission from the Principal. 

¶ The best person to help you with problems, complaints, or suggestions is the school Principal.  
Check with him/her if such situations should arise. 

¶ Remind students of homework assignments. 

¶ Students should straighten up their desk and work tables prior to leaving. 

¶ Make sure all classroom materials are returned to their proper locations. 

¶ Remain in your classroom until all of your students are dismissed. Check with the school office 
regarding teacher dismissal time. 

¶ Leave the classroom in good order. All written work should be left for the regular teacher. 

¶ A substitute on a one-day assignment may be released by the principal upon completion of all 
assigned responsibilities. 

¶ The substitute will complete any reports required by the school.  

¶ Keys should be returned to the office, if applicable.  

¶ Sign out in the main office just as you signed in. This is the only valid payroll record. 

¶ Check with the Principal and/or secretary to see if your services will be needed the following day. 

 

CLASSROOM PROCEDURES AND HELPFUL HINTS 

AT THE END OF YOUR DAY 
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Mission Statement 
Special Education in Cecil County Public Schools is a collaborative effort involving the school, 
family, and community in developing an appropriate educational program which supports 
inclusionary practices and provides the opportunity for every student to maximize his/her potential 
to become a lifelong learner and productive citizen in an ever-changing global society. 
 
Duties While Substituting 

Your primary responsibility is to provide instructional support and other direct services to students 
with special needs in order to continue student learning. 

Your duties may include but are not limited to the following examples: 

ÅCollaborative teaching, small group instruction, individual student instruction  

ÅReinforcement of behavior through the use of positive supports  

ÅAssisting students with ambulation to and from buses, classroom, lunchroom, school-wide 
arrival and dismissal  

ÅCollecting data to document student behavior for instructional purposes.  

 

Types of positions 

General Education Teacher:  A general education classroom with some students with disabilities 
who spend all or part of their day in the classroom. 

Special Education Teacher: A position that requires you to spend time in multiple general 
education classrooms co-teaching with the general education teacher with mixed groups of 
students. 

Instructional assistant:  A position that is assigned to a specific student who has been identified 
through the IEP team process as requiring significant supports throughout their school day.  

 

Teacher Tips 

Maintain Consistency 

¶ Follow the classroom schedule as closely as possible.  Utilize tools such as picture schedules 
or first/then systems. 

¶ Use a timer to set clear time limits.  Give students a warning cue prior to the end of the 
assigned time. 

Remain Positive 

Use a calm voice and be clear with your directions.  Maintain a level of respect with the              
students.   

Differentiate 

¶ Provide instructions in chunks or in a step by step manner.  Make sure to repeat instructions as 
necessary. 

¶ Provide students with wait time.  Wait time is usually between three to five seconds.  

 

SPECIAL EDUCATION ASSIGNMENTS 
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Accommodations vs. Modifications 

Accommodation: provides a student with equitable access to instruction and assessments     
without changing the content 

¶ Extended time 
¶ Preferential seating 
¶ Oral Responses 

Modification:  changes the content of the program 

¶ Reduced homework assignments 
¶ Assignments modified to grade level assessment limits 
¶ Reduce the number of responses 

Provide all necessary accommodations and/or modifications to ensure student success.  

 
Important Terminology 

Behavior Intervention Plan (BIP):  A BIP is a plan that provides specific strategies and positive     
supports designed to increase or reduce certain behaviors. 

Assistive Technology (AT):  Equipment used to maintain or improve the capabilities of a child with a 
disability.  This may include devices such as: calculators, specific computer programs, modified      
paper, adaptive writing tools, and dynamic display devices for communication.  

Individualized Education Program (IEP):  A written educational plan developed and written by a team 
of professionals and a childôs parents.  This plan outlines the studentôs specific learning needs and 
services. 

 
Supports in the School Building 

If you have questions about a student or student groupings, talk to an instructional teammate for that 
grade level prior to the beginning of the instructional day. 

If you are assigned to a specific student as an instructional assistant, make sure to consult with the 
general education and special education teacher.   

Special Education Building Coordinators are assigned to most buildings and are great resources.  If 
they are unsure about the details of a specific area of need, they can direct you to staff members 
who will have more information.   

Assistant Principals and Principals are always willing to support instructional and behavioral needs.   

 

Confidentiality  

Remember that all information shared with you regarding a student is confidential in nature.  Do not 
share any information pertaining to a studentôs disability and/or instructional needs.  

 

Additional Resources 

Cecil County Public Schools: Special Education: https://www.ccps.org/domain/53 

State IEP Process Guide:   http://olms.cte.jhu.edu/olms2/421487 

  

https://www.ccps.org/domain/53
http://olms.cte.jhu.edu/olms2/421487
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What is PBIS? 

¶ Positive Behavior Intervention Supports 

¶ PBIS is a process for creating safer and more effective schools. 

¶ It is a systems approach to enhancing the school climate. 

¶ The process focuses on improving a school's ability to teach and support positive behavior 
for all students. 

¶ Each school has a PBIS team to design, implement, and evaluate effective school-wide 
practices that will teach and recognize positive behaviors while further supporting those    
students who exhibit undesirable behaviors. 

¶ PBIS involves ALL students, ALL staff in ALL settings!  It is not a curriculum or a program. 
 

POSITIVE BEHAVIOR INTERVENTION SYSTEM (PBIS) 
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Employees serve as role models to students and should exercise good judgment by presenting an 

appropriate, professional appearance in the workplace. All employees shall:  

¶ Reflect and model standards that will encourage student understanding and compliance with 

the student dress code. 

¶ Dress appropriately according to position and work setting, or environment. 

¶ Present a clean, modest and professional image. 

¶ Avoid clothing or accessories that distract or disrupt the educational process and/or 

administrative setting. 

 

 

 

PROFESSIONAL APPEARANCE 
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¶ The use of profanity will not be allowed.  

¶ No outside agency or person, including parents, is to question or interview a student except in 
the presence of the principal or his/her designee. Substitute employees have a responsibility to 
see that the rights of the student are not violated. There are no exceptions to this rule.  

¶ Notes and other communications should not be sent to parents without approval of the principal/

designee. Substitute teachers are not permitted to call parents regarding discipline concerns. 

Leave notes for the regular teacher regarding specific infractions and concerns. 

¶ Do not introduce controversial subjects or materials. Follow the teacherôs lesson plans fully and 

completely. 

¶ Do not advertise products or services. 

¶ All school records and reports must be handled in a confidential manner. Be careful not to 

divulge any confidential information that has been received from contact with administrators, 

teachers, students or parents. Do not share information with, neighbors, friends or other 

teachers/students. 

¶ Verbal and physical acts of bigotry are prohibited, including racial, sexual, ethnic or other types of 

slurs, insults, intimidation, harassment or other conduct directed toward another personôs race, 

national origin, religion, age, gender or handicap. 

¶ Substitute teachers are not permitted to use a teacherôs computer to check, download, or send 

personal email, forward chain letters, jokes, stories, hoaxes, urban legends, or to access data or 

information. 

¶ Searches are not permitted. If you receive a tip or suspect a student is in possession of a 

weapon, drugs, or alcohol, notify the closest administrator as quickly as possible. Do not 

investigate on your own. 

¶ Under no circumstances should a substitute use physical contact with a 

student. If a situation arises, contact an administrator. 

 

 

To remain an active substitute, you must work 4 assignments each school year. The 

school year is defined by the first day for students through the last day for students. 

For the 2023-2024 school year 4 days must be worked between Tuesday, 

September 5, 2023 - Thursday, June 13, 2023. Failure to meet his requirement 

will result in the termination of your employment with Cecil County Public Schools.  

EVERY SUBSTITUTE SHOULD KNOW: 
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Administrators may contact the substitute about filling a long-term position for a teacher or          

paraprofessional who has an extended absence of 15 or more days, or a school may have a position 

vacancy. There is often an interview process involved, much like becoming an employee. 

 

As a substitute who is working a long-term position, you will be set up as an employee in the 

ABSENCE MANAGEMENT system. Recording your absence (as an employee) in ABSENCE 

MANAGEMENT notifies the school that you are not going to be at your assignment for that day and 

calls for a substitute for you. 

¶ You will be responsible for daily lesson plans. Daily lesson plans will be done in accordance with 

county specifications and following the teacherôs long range plans. 

¶ Lesson materials will be provided to you for the first day of your assignment. Following day one 

of your assignment, you are responsible for preparing lesson materials. 

¶ You will be responsible for grading quizzes, assignments, and tests. Grades are to be entered 

into grade books. You will need access to the teacherôs grade book. You will need to obtain a 

copy of the teacherôs grading policy. 

¶ You will assume any duties assigned to the teacher for whom you are substituting (i.e. bus duty, 

hallway monitoring, etc.) A list of these duties will be provided to you by the building 

administrator. 

¶ Transition days with the teacher of record may be scheduled at the beginning and end of your 

tenure as appropriate given the assignment. 

¶ You are responsible for making certain that the condition of the classroom or teaching station is 

maintained. 

¶ You are responsible for communicating with parents regarding student progress, behavior, etc. 

as needed.  

¶ E-mail address: All long-term substitutes will be assigned an e-mail address for Cecil County 

Public Schools (i.e.: btrust@ccps.org). If you work only one long-term assignment, the e-mail 

address will be deleted at the end of the school year.  

 

LONG TERM SUBSTITUTE GUIDELINES 
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HEALTH REFERRAL FORMS 
Please complete a Health Referral Form when you send a student to the nurse. 
 
CONFIDENTIALITY 

¶ Confidentiality laws prohibit you from revealing confidential information about a student without a  
parent or guardianôs permission. 

 

¶ Not only do you have a legal responsibility to keep a studentôs health issues confidential, you have a 
professional and ethical responsibility to protect the students you teach. 

 

¶ Students have a right to privacy when it comes to their health issues ï HOWEVER ï if a student talks 
about suicide, hurting themselves, or abuse, you must let the guidance counselor, nurse, or principal 
know this immediately. 

 
You may not always know about the needs of the students in your room.  If students have severe medical 
issues, there should be a note on the substitute instructions left by the teacher. 
 
A good rule of thumb to follow is, if you think you have a problem or a potential problem, get help from the 
teacher next door. 
 
If there should be an accident in your classroom ï report it to the office or school nurse so that an incident 
report can be completed. 

HEALTH RELATED TOPICS 

INTRODUCTION 

A health room is to be utilized by students who are injured or ill, receiving treatments or 
medications, or require other health related assistance.  This document provides guidelines for 
teachers, nurses, and other school staff to assist them in making appropriate referrals to the health 
room. 

 

GENERAL GUIDELINES 

¶ Students receiving medication or treatments should report to the health room at the time 
indicated on the Medication Order Form. (The usual times are before school, 10:00 a.m., 
lunchtime, or 2:00 p.m.) 

¶ Students receiving assistance in the health room (e.g., catheterization, blood sugar testing, etc.) 
should report at the time that has been arranged with the school nurse. 

¶ School staff is to use the ı sheet Health Suite Visit Pass when sending students to the health 
room and indicate the studentôs complaint.  Students will not be admitted to the health room 
without a pass from the teacher, unless they are having a medical emergency. 

PROCEDURE - APPROPRIATE REFERRALS TO THE HEALTH ROOM 
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¶ Although no comprehensive list is possible, the following guidelines should be used by school 
staff in determining whether students should be sent to the health room.  The following condi-
tions would be appropriate referrals: 

 

¶ Minor injuries that occur at home and appear to be healing do not need to be referred to the 
school nurse. 

¶ Upon arrival in the health room, students will be assessed for illness or injury by the school 
nurse.  The school nurse will follow the Guide for Emergency Care (SHS Guideline) for as-
sessing and treating illness and injury. 

¶ Health room staff will determine if emergency transportation to a hospital is needed.  The parent/
guardian is to be notified if the injury or illness is of a serious nature.  If the parent/guardian can-
not be notified, the student will be transported via 911 to the hospital at the discretion of the 
nurse in consultation with the principal/designee.  In the event that the school nurse considers 
the situation a life-threatening emergency, prior consultation with the principal/designee or par-
ent is not required. 

¶ Students who are injured and are physically able to report to the health room should do so as 
soon as possible after the injury occurs. 

¶ If a student is so severely injured that he/she should not be moved, health room staff should be 
notified to come to the site where the injury occurred. 

¶ If a studentôs injury or illness is severe enough that health room staff feels that the student is too 
ill to stay in school or should be seen by a physician, the parent or designee listed on the emer-
gency card will be contacted to pick up the students.  Refer to ñSending a Student Home When 
Ill or Injuredò. 

When a student is leaving school early because of illness or injury: 

¶ The parent or designee is expected to pick up the student in a timely manner. 

¶ If health room staff are having difficulty contacting a parent or designee listed on the emergency 
card, the principal or designee should be notified. 

¶ Health room staff may determine, through assessment, that the student can return to class. 
When this is the case, health room staff should indicate on the studentôs pass that the student is 
to return to class and the time the student left the health room.  Documentation of the assess-
ment should be noted on the Studentôs Health Suite Visit Record. 

¶ School nurse will contact parent/guardian whenever students request that parent/guardian be 

called because of a health concern. 

Vomiting Unusual lethargy Rash 

Diarrhea Red, draining eyes Skin lesions 

Fever Difficulty breathing Severe earache 

Severe sore throat Severe cold symptoms Toothache 

Severe headache Severe pain Unusual color of skin 

Significant change in a childôs appearance or behavior 
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P   U 

The Emergency Procedures Guide is the result of a significant effort by members of the Cecil County   Public 
Schools Safe Schools Steering Committee.  There are three basic purposes for providing this information in 
this format: 

¶ To assist school system personnel as emergency procedures are written for schools or departments; 

¶ To act as a resource for identifying safe school topics that require additional training or staff                  
development, and; 

¶ To act as a guide for conducting safe school drills or in the event of an actual emergency situation. 

  /   
 

    CODE YELLOW:       SECURE STATUS: LOCKDOWN (ALICE) 
 
 

Initiate when there is a need for heightened     
security, but instructional activities continue. 

¶ Announce ñsecure status: Code Yellow.ò 

¶ Immediately cancel all outdoor activities. 

¶ Notify portable classrooms and classes out-
side. 

¶ Principal/designee notifies Public Information 
Office (410-996-5474) or a member of the 
Leadership Team. 

¶ Notify School Resource Officer. 

¶ Initiate classroom accountability procedures. 

¶ Lock all classroom doors. 

¶ Maintain indoor class activities as usual. 

¶ Visually monitor students during class 
change. 

¶ Limit and monitor individual student hallway  

¶ movement. 

¶ Maintain above procedures until ñall clearò 
message is given. 

¶ Debrief with staff following the event. 

 

Initiate when there is an active threat. 

 

These do not have to be followed in sequential order 
but should be determined based on the situation. 
Remember, EVACUATE is the best option! 

ALERTðFirst notification of danger. No code words. 

 

LOCKDOWNðThis is a semi-secure starting point 
from which to make survival decisions and discuss 
plans to counter or evacuate. If you decide not to 
evacuate, secure the room. 

¶ Lock the door and cover any door windows if 
possible 

¶ Barricade the door with anything available 

¶ Call 911 

¶ Put yourself in a position to surprise the active 
shooter should they enter the room 

 

INFORMðUsing any means necessary to pass on 
real time information in order to communicate the 
violent intruderôs location and direction in real time. 

 

COUNTERðThis is a last resort when other options 
are not available or feasible. This is the use of 
simple, proactive techniques that will make the 
Active Shooterôs ability to shoot accurately more 
difficult. This is not fighting this is countering the 
attack. 

 

EVACUATEðRemove yourself from the danger 
zone as quickly as possible 

 

 

CRISIS PLAN 
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A /F 
 

¶ Take action to de-escalate the situation. 

¶ Get help (another teacher, staff member, or administrator) 

¶ Separate student(s) involved. 

¶ Remove bystanders. 

¶ Escort student(s) to office. 

¶ Notify principal/designee. 

¶ Have nurse evaluate for injuries. 

¶ Principal/designee calls 91, if necessary. 

¶ Principal/designee notifies police, if necessary. 

¶ Principal/designee notifies the Public Information Office (410-996-5474) or a member of the 
Leadership Team, if necessary. 

¶ Notify parents of student(s) involved in assault/fight. 

¶ Take appropriate disciplinary action. 

¶ Document the event. 

 

M  E  

In the Event of Medical Emergency: 

¶ Provide emergency treatment. 

¶ Notify principal/school office. 

¶ Notify the school nurse and counselor. 

¶ Principal/designee calls 911, if necessary. 

¶ Principal/designee notifies the Public Information Office (410-996-5474) or a member of the 
Leadership Team. 

¶ If possible, isolate affected student(s)/staff member(s). 

¶ Have all appropriate student/staff documentation ready for 911 personnel (i.e., allergies, medical 
history, emergency information). 

¶ Principal notifies studentôs parent(s) or guardian(s) or staffôs next-of-kin. 

¶ Designate someone with a list of student phone numbers to go to the hospital with student(s) or 
staff member (i.e., nurse, assistant principal, secretarial staff member, school nurse coordinator). 

¶ Continually update school office and Public Information Office or a Leadership Team member on 
status. 

¶ Assign a school official to answer school phones and act as a liaison between school and par-
ents. 

¶ Document the event. 

¶ If necessary, refer media to Public Information Officer. 

¶ Stay calm. 
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GENERAL EXPECTATIONS FOR CLASSROOMS  
DURING SECURE STATUS  OR EVACUATION 

 
Teachers: 

¶ Never assume ñitôs just a drill.ò 

¶ Stay calm. 

¶ Keep students calm. 

¶ Refer to school CERT plan. 

¶ Refer to Emergency Procedures Guide. 

¶ Use school accountability form to list students currently in your room and those who are 
missing. 

¶ Be ready to communicate with office or CERT team as needed. 

¶ Note time and document any incident(s) you may see or hear in your area. 

 

Students: 

¶ Never assume ñitôs just a drill.ò 

¶ Stay calm. 

¶ Listen for directions from the teacher and follow them. 

¶ If given directions by law enforcement or emergency personnel, follow them. 

¶ Stay with your group. 

¶ If you are away from your group report to the nearest teacher or safe location. 
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 CƛƴŘ ŀǾŀƛƭŀōƭŜ Ƨƻōǎ ς tǊŜǎǎ м 

 wŜǾƛŜǿ ƻǊ ŎŀƴŎŜƭ ǳǇŎƻƳƛƴƎ Ƨƻōǎ ς tǊŜǎǎ н 

 wŜǾƛŜǿ ƻǊ ŎŀƴŎŜƭ ŀ ǎǇŜŎƛŬŎ Ƨƻō ς tǊŜǎǎ о 

 wŜǾƛŜǿ ƻǊ ŎƘŀƴƎŜ ȅƻǳǊ ǇŜǊǎƻƴŀƭ ƛƴŦƻǊƳŀǝƻƴ ς tǊŜǎǎ п 

²ƘŜƴ !ōǎŜƴŎŜ aŀƴŀƎŜƳŜƴǘ /ŀƭƭǎ ¸ƻǳ 

LŦ ŀƴ ŀǾŀƛƭŀōƭŜ Ƨƻō Ƙŀǎ ƴƻǘ ōŜŜƴ ŬƭƭŜŘ ōȅ ŀƴƻǘƘŜǊ ǎǳōǎǝǘǳǘŜ ǘǿƻ Řŀȅǎ ōŜŦƻǊŜ ǘƘŜ ŀōǎŜƴŎŜ ƛǎ 

ǎŎƘŜŘǳƭŜŘ ǘƻ ǎǘŀǊǘΣ !ōǎŜƴŎŜ aŀƴŀƎŜƳŜƴǘ ǿƛƭƭ ŀǳǘƻƳŀǝŎŀƭƭȅ ǎǘŀǊǘ ŎŀƭƭƛƴƎ ǎǳōǎǝǘǳǘŜǎΣ ǘǊȅƛƴƎ ǘƻ Ŭƭƭ ǘƘŜ ƧƻōΦ YŜŜǇ ƛƴ 

ƳƛƴŘΣ ǿƘŜƴ !ōǎŜƴŎŜ aŀƴŀƎŜƳŜƴǘ Ŏŀƭƭǎ ȅƻǳΣ ƛǘ ǿƛƭƭ ōŜ ŎŀƭƭƛƴƎ ŀōƻǳǘ ƻƴŜ Ƨƻō ŀǘ ŀ ǝƳŜΣ ŜǾŜƴ ƛŦ ȅƻǳΩǊŜ ŜƭƛƎƛōƭŜ ŦƻǊ 

ƻǘƘŜǊ ƧƻōǎΦ ¸ƻǳ Ŏŀƴ ŀƭǿŀȅǎ Ŏŀƭƭ ƛƴǘƻ !ōǎŜƴŎŜ aŀƴŀƎŜƳŜƴǘ όǎŜŜ ά²ƘŜƴ ¸ƻǳ /ŀƭƭ !ōǎŜƴŎŜ aŀƴŀƎŜƳŜƴǘέ ǎŜŎǝƻƴ ŀōƻǾŜύ 

ǘƻ ƘŜŀǊ ŀ ƭƛǎǘ 

ƻŦ ŀƭƭ ŀǾŀƛƭŀπ

ōƭŜ ƧƻōǎΦ 

 

 

 

 

 

²ƘŜƴ ȅƻǳ ǊŜŎŜƛǾŜ ŀ Ŏŀƭƭ ŦǊƻƳ !ōǎŜƴŎŜ aŀƴŀƎŜƳŜƴǘΣ ȅƻǳ ŎŀƴΥ 

 [ƛǎǘŜƴ ǘƻ ŀǾŀƛƭŀōƭŜ Ƨƻōǎ ς tǊŜǎǎ м 

 tǊŜǾŜƴǘ !ōǎŜƴŎŜ aŀƴŀƎŜƳŜƴǘ ŦǊƻƳ ŎŀƭƭƛƴƎ ŀƎŀƛƴ ǘƻŘŀȅ ς tǊŜǎǎ н 

 ¢Ŝƭƭ !ōǎŜƴŎŜ aŀƴŀƎŜƳŜƴǘ ǘƘŜ {ǳō ƛǘ ƛǎ ǘǊȅƛƴƎ ǘƻ ǊŜŀŎƘ ƛǎ ƴƻǘ ŀǾŀƛƭŀōƭŜ ς tǊŜǎǎ о 

 tǊŜǾŜƴǘ !ōǎŜƴŎŜ aŀƴŀƎŜƳŜƴǘ ŦǊƻƳ ŜǾŜǊ ŎŀƭƭƛƴƎ ŀƎŀƛƴ ς tǊŜǎǎ ф 

LŦ ȅƻǳ ŀǊŜ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ǘƘŜ ŀǾŀƛƭŀōƭŜ ƧƻōΣ tǊŜǎǎ мΦ ¸ƻǳ ǿƛƭƭ ōŜ ŀǎƪŜŘ ǘƻ ŜƴǘŜǊ ȅƻǳǊ tLb ƴǳƳōŜǊ 

όŦƻƭƭƻǿŜŘ ōȅ ǘƘŜ І ǎƛƎƴύΦ !ǘ ǘƘƛǎ ǇƻƛƴǘΣ !ōǎŜƴŎŜ aŀƴŀƎŜƳŜƴǘ ǿƛƭƭ ƭƛǎǘ ǘƘŜ Ƨƻō ŘŜǘŀƛƭǎΣ ŀƴŘ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ǘƘŜ 

bƻǘŜΥ ²ƘŜƴ !ōǎŜƴŎŜ aŀƴŀƎŜƳŜƴǘ Ŏŀƭƭǎ ȅƻǳΣ ōŜ ǎǳǊŜ ǘƻ ǎŀȅ ŀ ƭƻǳŘ ŀƴŘ ŎƭŜŀǊ άIŜƭƭƻέ ŀƊŜǊ ŀƴǎǿŜǊπ

ƛƴƎ 

ǘƘŜ ŎŀƭƭΦ ¢Ƙƛǎ ǿƛƭƭ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜ ǎȅǎǘŜƳ ƪƴƻǿǎ ȅƻǳ ǇƛŎƪŜŘ ǳǇ ǘƘŜ ŎŀƭƭΦ 
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THE HOME PAGE 
 

Once you have logged into Absence Management, you will be taken to the home page. You may first be pre-
sented with notifications from the system. There are two types of notifications you can receive.  

Notifications 

Web Alerts - These are alerts that have been created by your district for substitutes to see. They will contain 
important information that may be useful to you. One you have read the alerts, you can click 
the Dismiss button to move on. These Web Alerts can be revisited at any time in your Absence Management 
website. 
 

 
 

Confirmations - You can also receive notifications that you need to confirm. The example below is a notifi-
cation telling the substitute that he has been removed from a job and their services are no longer needed. 
These notifications are very important and must be confirmed before you can move on to your home page. 
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Home Page 

Once you have dismissed or confirmation all of your notifications (you may not have any), you will be able to 
view your home page. 
 

 

Top Bar 

At the very top of your home page, you will see a black bar with five different buttons you can click on. 
 

 
 
Your Name - Clicking on your name will take you to the "Preferences" tab where you can change your per-
sonal information, PIN, and other settings. 
 
Available Jobs - The number of currently available jobs will displayed in the green circle. Clicking on this op-
tion will bring you to the "Available Jobs" tab where you will see a list of the jobs that are ready for you to ac-
cept. 
 
Notifications - The number of notifications (Web Alerts) you have will be displayed in the green circle. Click-
ing here will bring up a list of your current Web Alerts. 
 
Questions - Click here to view the name and phone number of your district's Absence Management point 
person. 
 
Logout - Clicking the Logout option will log you out of Absence Management and will bring you back the login 
page. 
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Main Tabs 
Home Tab - The tab with the blue house icon is your home page. You can click this tab from anywhere in 
the site to be taken back to the home page. 
 
Available Jobs - Clicking this tab will take you to a page listing all of the currently available jobs. 
 
History - The History tab will take you to a page where you can view the history of your jobs and Non-Work 
Days. 
 
Feedback - Feedback is an optional feature in Absence Management where you can leave feedback about 
how your jobs went. If this feature is enabled by your district, you will see this tab.  
 
Preferences - Clicking this tab will bring you to the "Preferences" area of your website. Here, you can 
change your Personal Information, PIN, Preferred Schools to work at, and Call Times. 
 
Help - The Help tab will bring you to the "Absence Management Learning Center" where you will find arti-
cles, videos, and interactive guides to help you know how to use Absence Management.  

Calendar 

Just below the main tabs is your interactive calendar. The calendar will show you an overview of what days 
you are working and what days have available jobs. 
 

 
 
The calendar is color coded to show the different types of days: 
 
A black box around a date represents that it is the current day.  Blue days are past or scheduled jobs.   
Green days are days there are available jobs.  Gray represents a Non-Work Day. 
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Use the back and forward arrows to either side of the calendar to move back and forward in time on the cal-
endar. 
 

 
 
Clicking on an individual day in the calendar will pop up information about that day. If there is an available 
job on that day, you can accept or reject it right from the pop-up. 
 

 
  

Job Tabs 

The main body of the home page will be your "Jobs" tabs. They can be found directly beneath the calendar. 
Clicking these tabs will not take you away from the home page but will change what you are viewing. 
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Available Jobs - This tab will bring up the view of the currently available jobs for you. The number on the 
tab represents how many available jobs there are. 
 
Scheduled Jobs - This tab shows the currently scheduled jobs you have already accepted. The number on 
the tab represents the number of currently scheduled jobs. 
 
Past Jobs - The "Past Jobs" tab brings up your job history for the past 30 days. The number on the tab 
represents the number of jobs in the last 30 days. 
 
Non Work Days - This tab will show you your upcoming Non-Work Days as well as Non-Work days from 
the past 30 days. You can also create Non-Work Days from here. The number on the tab represents up-
coming Non-Work Days and Non-Work Days from up to 30 days in the past. 

 

Managing Your Personal Info 
It's easy to add or update personal information in Absence Management. Start by clicking 
the Preferences tab on the home page.  By default, Absence Management takes you right to the "Personal 
Info" page. To edit your information, click the Edit button. 

 

 

Most districts allow their substitutes to change their email address and phone number. You may have per-

mission to edit other info as well. 

If you make any changes, click the Apply button to save the changes. 
 



 30 

 

Changing Your Absence Management PIN 
 

So, you want to change the PIN number you use to log into Absence Management? It's easy!  First, open up 
the "Preferences" page by clicking the Preferences tab on the home page. 
 

 
 
Now, choose the Change Pin tab. 
 

 
 
Once in the "Change PIN" section, enter your old (current) PIN number, then enter and re-enter the new 
PIN. Click the big green Save Changes button to save. 
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Setting and Changing Call Times 
By default you will be called for jobs during the time period set up by your school district. But you can cus-
tomize these times or turn off calling all together if you wish. To edit your call times, click the Preferences tab 
on the home page. 
 

 
 
Now, click the Call Times option in the "Preferences Menu". 
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You district's default morning and evening call times will be displayed. You can edit your call times by click-
ing the Edit button at the bottom of the screen for any day.  
 

 
 
This will bring up a window where you can select the time you want to get called for that day of the week.  
 

 
 
Donôt Call Me - Choosing this options will set Absence Management to not call you at all on this day of the 
week. 

 
Call me during the district call times - This will set your call times to the district default. 

 
Call me between - Here, you can set the earliest and latest time you are willing to be called for this day of 
the week. 
 
Once you have picked your settings, you have two options:  

Apply to All - This will apply these settings to every day of the week. 
Apply only to - This will only apply these setting to the day of the week you are editing. 
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Turning Off Calling 

In the top right corner of the calling times area, you will see the following option:  
 

 
 
To turn your calling from Absence Management completely off, choose the No option. You will then receive 
a warning pop-up from Absence Management.  
 

 
 
Click OK to confirm. This means Absence Management will not call you with job offers but you will still be 
able to search for jobs online. 
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Choosing Your Preferred Schools 
 

Absence Management gives you the option to choose a list of schools that you want to work at and choose a 
list you prefer not to work at.  

 

If you are a new substitute, you will see jobs at all schools by default. If you are ok with this, you do not need 
to change any settings here. 

 

Get to the "Preferred Schools" list by clicking the Preferences tab on the home page. 
 

 
 
Click the Schools option in the side bar on the "Preferences page". At the top of the screen, you will be able 
to choose if you want to the list of schools to be where you want to see jobs or where you don't want to see 
jobs. Click the circle for the option you want to choose. 
 

 
 
Use the All or None buttons to clear out or fill in your list: 
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Then, click the check boxes for the individual schools you want or don't want (depending on the above set-
ting) to see jobs at. In the example below, you can see the substitute doesn't want to see jobs from elemen-
tary schools. 
 

 
 
When you've finished, click Save to save changes. 
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Finding & Accepting Available Jobs 
In Absence Management, finding and accepting available jobs is as easy as pie! From your home page, here 
are two places you can click to access a list of jobs that you are qualified and available to fill. Available jobs 
will show up in the black info bar at the very top of the page and on the Available Jobs tab. 
 

 
 

The fastest way to find jobs is the "Available Jobs" section on the home page below the calendar. Here, you'll 
see a list of jobs that you are qualified and available to accept. 

Viewing the Job Details 

All the important job details are here, like the name of the employee you will be subbing for, the location of the job, the date and time of the job, and more. 
 

 
 

There are other details about the job (notes, attachments, and multi-day jobs) that will show here too. 

View the Job's Notes 

The icon that looks like a sheet of paper indicates that this job has notes associated with it. These could be 
important notes from the teacher letting you know information about the job. Click the icon to view the notes. 
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The notes for this job will pop up for you to view. To exit the notes, click the X in the top right corner of the pop
-up. 
 

 

Multi-Day Jobs 

Some jobs in your available jobs list may be multi-day jobs. Multi-day jobs will be indicated by a circle icon 
with a plus inside it. 
 

 

 
 
On multi-day jobs, you won't see an "Accept" button right away. To view the individual days, click the See De-
tails button. 
 

 
 

This will reveal each individual day for the job, as well as a new button, Accept Multi-Day. 
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Phone Number and Map 
In each job listing, there will be an icon for the school's phone number as well as a map to the school. 
Click on the green phone icon to have the school's phone number pop up. If the icon is gray, that means the school's phone number is not available. 
 

 
 
Click the orange map icon to open Google Maps with directions to the school's location. 

 

Accepting or Rejecting Jobs 

 

Now that you have seen the job details, you are ready to accept or reject the job. 
 

 
Rejecting a Job 

 
To reject a job, all you have to do is click the Reject button on the right side of the job listing. Rejecting a job 
will make it disappear from your available jobs and you will not see it again. Only click the reject button if you 
are absolutely sure that you will not want to come back to this job later. 

 
 
Accepting a Job 

 
To accept a job click the green Accept button on the right side of the job listing. 
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Once you have accepted the job, you will receive a pop-up at the top of your screen showing you the confir-
mation number. If there is a file attached to the absence, you will also see a link to view the attached file. This 
pop-up will stay on your screen until you dismiss it. Dismiss it by clicking the x next to "Dismiss Message". 
 

 

 

 

 

 

 

 


