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2024 25

Ti erney F.

Davi s
Renee S. Di xon
Joseph C. Ferdinando
Di ana B. Hawl ey
Di anne L. Heat h
Gisell e L. Gri ffin, Stude

Dr. Jeffrey A. Lawson, Super
Treasurer

The Cecil County Public Schools prohibits discrimination in its educational programs, activities, and employment on the
basis of actual or perceived race, color, religion, national origin, sex, age, marital status, sexual orientation, genetic in for
mation, gender identity, or disability. Further information can be found in Policy AC on BoardDocs  http://

www.boarddocs.com/mabe/cecil/Board.nsf/Public
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Empl oye&ebel It e
ONLI NE ACCESS TO EMPLOYEE PAYROLL | NFORMA

WEB PAGEccps. muni ssel fservice. com
Ceci | County Public Schools Home

ccps .-oStga-f Empl oyee Self Service
Accessible from any computer or el ectroni
Of fers access to employee demographics, d
W2, Check I nfor-madatenpagndnyeamati on.
Log: Il Empl oyee | D Number
PasswordFirst Time Users) Last 4 digits

you wi l | be I mmedi ately prompted to chang
Should you need assistance with the 1Info
muni shel p@ccps.org or call-99-6d41Payroll de

2022025 Pay Dates

PLEASE POST

TO: All Employees

FROM: Denise Sopa, Chief Financial Officer Q\,S)

DATE: May 1, 2024

SUBJECT: Pay dates for Fiscal Year 2024-2025

Friday, July 05, 2024 Friday, October 25, 2024 Friday, February 28, 2025

Friday, July 19, 2024 Friday, November 08, 2024 Friday, March 14, 2025

Friday, August 02, 2024 Friday, November 22, 2024 Friday, March 28, 2025

Friday, August 16, 2024 Friday, December 06, 2024 Friday, April 11, 2025

Friday, August 30, 2024 Friday, December 20, 2024 Friday, April 25, 2025

Friday, September 13, 2024 Friday, January 03, 2025 Friday, May 09, 2025

Friday, September 27, 2024 Friday, January 17, 2025 Friday, May 23, 2025

Friday, October 11, 2024 Friday, January 31, 2025 Friday, June 06, 2025
Friday, February 14, 2025 Friday, June 20, 2025

Substitute Pay Rates

TeachedDe&qurbee: $23 per hour
TeachedN&Gmbgree: $16 per hour
Paraprofessional Sub: $16 per |


ccps.munisselfservice.com
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EXPECTATI ONS FOR SUBSTI TUTE TE

T The substitute teacher continues the organized
regul ar teacher

M The substitute should report 20 minutes prior |
i nterest of proper orientation to the day's wol

T Report to the school office upon arrival to si.
materials for the day.

T The substitute should endeavor to preserve the
made by the teacher, and perform all duties ex|
collecting fees, distributing supplies, record]

T AlI'l substitutes must wear a visible CCPS issue
buil di ng.

HOURS OF WORK FOR SUBSTI TUTE T

Start times vary from school to school, please re
exact times.

*Early dismissal on Wednesday,; however, substitut
normally scheduled school day.

Start Ti me End Ti me
El ementary Scho8:l1s5 AM 3:45 PM

Secondary SchooRlIseasvd drddfeer t qPltehaes ea srsda fgexrmetnat t h
and High Schooli)n your Absencei Mayhawre mMemsence Ma
portal. portal.

Ceci | County Sc¢7:o50 AM 3:20 PM
Technology (CC$OT)
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CLASSROOM PROCEDURES AND HELP
y

The substitute teacher I s expected to carr out
objective in using a substitute teacher is to en
returns to duty. The foll owing should assist you
9 Carefully fodlpwotd@umse hfood reporting absent st
9 Carefully follow the | esson plans prepared for
|l esson plans are not available, contact the Pr|
T Pl an to spend the entire time working with and
under supervision at all times. No personal wo|
make or accept personal phone call s. Remember
equi pment, and materials as is the regular tea
T Keep students in the classroom at all times. S
passes, unless it is for an emergency oOor urgenj
T Contact an administrator i mmediately i1 f discip
manad®eh.ysi cal force is never to be used t
should vou touch the student i n any manr
T Refer all accidents, illnesses, administration

Principal

T Do not k eep any student af& epersmihooilom. tMNotud s t d
communications should not be sent to parents wi
T The best person to help you with probl ems, cor
Check with him/her if such situations should a

AT THE END OF YOUR DAY

T Remind students of homework assignments.

T Students should straighten up their desk and w

9 Make sure all classroom materials are returned

9 Remain in your classroom until all of your st u
regarding teacher dismissal ti me.

T Leave the classroom in good order. AlIIl written

T A substitudaey omnmsaai gmment may be rel eased by t he
assigned responsibilities.

M9 The substitute wil/ compl ete any reports requi

T Keys should be returned to the office, 1 f appl]

T Sign out in the main office just as you signed

M9 Check with the Principal and/ or secretary to s

11



SPECI AL EDUCATI ON ASSI GNMENT S

Mi ssion Statement

Speci al Education in Cecil County Public School s
family, and community in developing an appropri a
i nclusionary practices and provides the opportun
to become a I|ifelong | earnefx hamdyi mmrgo U othiav e smicti it
Duties While Substituting
Your primary responsibility is to provide instr.u
with special needs in order to continue student
Your duties may include but are not | imited to t
Aol l aborative teaching, small group instruct ]

Reinforcement of behavior through the use of

Mssisting students with ambulation to -aindle fr
arrival and di smissal

Kollecting data to document student behavior

Types of positions

Gener al Educati An gEm@®clmaér education classroom wi t
who spend all or part of their day in the classr
Speci al Educat AopoSetacberthat requires you to sp
education cHesasxrhdomgs wad h the general education |
student s.

l nstructi onAalpoassistiisothantthat i s assigned to a spec
through the | EP team process as requiring signif

Teacher Tips

T Follow the classroom schedule as closely as po
or first/then systems

T Use a timer to set clear time | imits. Gi ve st
assigned ti me

Remain Positive

Use a calm voice and be clear with your directi
students.

Differentiate

M Provide instructions in chunks or in a step by
necessary.

9 Provide students with wai't ti me. Wai t ti me is

12



Accommodations vs. Modi fications

Accommodmrnowindes a student with equitabl e acces
without changing the content

T Extended ti me
T Preferential seating
T Or al Responses

Modi f i:catcihmmges t he ontent of the program

c
9 Reduced homework assignments

T Assignments modified to grade | evel assessmen
T Reduce the number of responses

Provide all necessary accommodations and/ or modi
| mportant Ter minology

Behavior I ntervdnBil&ni Bl anp(BhP)Yhat provides spe
supports designed to increase or reduce certain
Assistive TecEhgnuolpongeynt( AuTs)eed t o mai ntain or i mpr o\
di sability. This may include devices such as: ¢
paper, adaptive writing tools, and dynamic displ
I ndividualized Edudiatwirorn tRRmo grdaum a(tli Bm)a:l pl an dev
of professiomalparaemd sa chlihlid pBamspect ficed etalmeais
services

Supports in the School Buil ding

|l f you have questions about a student or student
grade | evel prior to the beginning of the instru
|l f you are assigned to a specific student as an
general education and special education teacher.
Speci al Education Building Coordinators are assi
they are unsure about the details of a specific
who wi I | have more information.

Assistant Principals and Principals are always w
Confidentiality

Remember that al/l i nformation shared with you re
share any informatio® @desahbhi hihyg dodahAostudsehtuct
Addi tional Resources

Ceci | County Public Schtotodss::/ /Swvew.icad p sE.daurcgg/td comai n/ 53

State | EP Prdoc¢eps / Guwildans:. cte.jhu.edu/ ol ms2/ 421487

13


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

POSI TI VE BEHAVI OR |

Wh a t i s PBI S?

1T Posi tBekhavinber veSutpipomt s

T PBI'S is a process for

T I't is a systems approach

1T The process focuses on
for all students.

1 Each school has a PBI S team
practices that will teach
students who exhibit

T PBI'S involves ALL studentlst,

CONTINUUM OF
SCHOOL-WIDE
INSTRUCTIOHAL &

POSITIVE BEHAVIOR
SUPPORT

Primary Prevention:
school/Classroom-
Wide Systems for
All Students,
Staff, & Settings

NTERVENTI

creating

I mproving a

undesirabl e

O

safer and
enhancing the

to designwi dempl en
and recognize posit

behaviors.
i AsL Ln ostt aaf fc uirnr i AcLul

Tertiary Prevention:
specialized
Individualized
systems for Students
with High-Risk Behavior

secondary Prevention:
Specialized Group

systems for Students

with At-Risk Behavior

school '




PROFESSI

Empl oyees serve

ONAL

as

APPEARANCE

rol e

appropriate, profession
T Refl ect and model st
the student dress <co
M Dress appropriately
T Present a cl ean, mo d
T Avoid clothing or ac
admini strative settdi

models to students and s
al appearance in the work
andards that wi | | encour a

de.

according to position and
est and professional 1| mag
cessories that distract o

ng.
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EVERY SUBSTI TUTE SHOULD KNOW:

T The use of profanity wil/ not be all owed.

T No outside agency or person, including parents
the presence of the principal or his/ her desi g
see that the rights of the mexdeptianse hotthi sl

T Notes and other communications should not be s
designee Substitute teachers are not permitte
Leave notes for the regular teacher regarding

T Do not introduce controversial s&bljexcden opl avmag
compl etely

9 Do not advertise products or services.

T Al'l school records and reports must be handl ed
di vul ge any confidential information that has |
teachers, students or parents. Do not share in-
teachers/ students

T Verbal and physical acts of Dbigotry are prohibi
slurs, insults, intimidation, harassmen@ racee., |
national origin, religion, age, gender or hand]

T Substitute teachers are Botomepumetrt¢éod tbecke d
personal email, forward chain |letters, jokes,
informati on.

T Searches are not permitted. I f you receive a t
weapon, drugs, or alcohol, notify the closest
i nvestigate on your own.

rcumstances should a substitu

9 Under nNo <cCi
| f a situation ari ses, contact

student

To remain an acti ve sduabssstiigtnureen,t sy oeua cnmu sstc b
school year is defined by the first day f
For th€02@23chool year 4 days must be wor
September -Bhur2d®8By, Jumkaild,r e2G23 . meet hi s
wi | | result in the termination of your em

16



LONG TERM SUBSTI TUTE GUI DELI NE

Admini strators may contact -tbemspbsttiaobhefaboatt

paraprofessional who has an extended absence of
vacancy. There is often an interview process 1inyv
As a substitute wther msp avirtkiionrg, ay d w nwi | | be set

ABSENCE MANAGEMENT system. Recording your absenc
MANAGEMENT notifies the school that you are not

calls for a substitute for you.

T You wi || be responsible for daily | esson pl ans.
county specifications® alnangold drogue ngl ame. t eachet

T Lesson materials wil/ be provided to you for t1l
of your assignment, you are responsible for pre

T You wi || be responsible for grading quizzes, a:t

i nto grade books. You widlgnaded boockssYoo whil t
copy of té&egrneaedicrh@erpolicy.
T You will assume any duties assigned to the teac

hall way monitoring, etc.) A |ist of these duti e
administrator.

f Transition days with the teacher of record may
tenure as appropriate given the assignment.

1 You are responsible for making certain that the
mai nt ai ned.

1 You are responsible for communicating with par e
as needed.

f Email addretssr mAsubsboingut es -mail bddmessghed €e¢e
Public Schools (i .e.: btrust @cerpm.asgi)g Ammad nlty,o ut
address wil |l be deleted at the end of the schoc

17



HEALTH RELATED TOPI CS

HEALTH REFERRAL FORMS
Pl ease complete a Health Referral Form when you send

CONFI DENTI ALI TY

T Confidentiality | aws prohibit you from revealing
parent o guearnmisasn on.

T Not only do you have a |l ega8 hmheslptomsi Dsléeds ycomwmf ke
professional and ethical responsibility to protec
T Students have a right to privadHOWE&MERIft ac osnmeusd etnc
about suicide, hurting themselves, or abuse, you
know this i mmediately.
You may not always know about t hel fn esetdusd eonft st hhea vset usdee
i ssues, there should be a note on the substitute ins
A good rule of thumb to follow is, if you think you
teacher next door.
I f there should be an Tacpioddnti ti n oydthre olfdd creomm sct
report can be compl eted.

| PROCEDU-RPPROPRI ATE REFERRALS TO THE HEALTH

| NTRODUCTI ON

A health room is to be utilized by students who
medi cations, or require other health related ass
teachers, nurses, and other school staff to assi
room.

GENERAL GUI DELI NES

T Students receiving medication or treatments shc
indicated on the Medication Order Form. (The us:s
l unchtime, or 2:00 p. m.)

T Students receiving assistance in the health r oc
should report at the time that has been arrang:é
T School staff is to use the 1 sheet Health Sui'te
room and i ndi datceontpheaisnttudenStt udents wi | | not b
without a pass from the teacher, unl ess they at

18



T Although no comprehensive I|Iist is possible, th
staff in determining whether students should b
tions would be appropriate referrals:

Vomi ting Unusual | et har glyRash
Di arr hea Red, draining elySkss n | esions
Fever Difficulty breaijSeivreg e ear ache
Severe sore tflsrevaetre col d sy mjpltooommshache
Severe headac|lfBevere pain Unusual col or pf s |

Significant oshaanpgpeamamce hdrl dbehavyj) or

T  Minor injuries that occur at home and appear t
school nur s e

T Upon arrival i n the health room, students wil/
nur se. The school nurse will follow the Guide
sessing and treating illness and injury.

T Heal't room staff wild/ determine i f emergency
guardian is to be notified if the injury or il
not be notified, the student will be transport
nurse in consultation with the principal/ desi gl
the situdahreatanliingeemergency, prior consultat
ent is not required

T Students who are injured and are physically ab|
soon as possible after the injury occurs.

9T I'f a student is so severely injured that he/ sh
notified to come to the site where the injury

9 I f a &tucm¢mtry or illness is severe enough that
ill to stay in school or should be seen by a pl
gency card wil/l be contactediS¢eomdipngkaupt athentt
1Tl oM.l njured

When a student is | eaving school early because o

T The parent or designhee i s expected to pick up -

9 I'f health room staff are having difficulty con
card, the principal or designee should be noti:

T Health room staff may determine, through asses:
When this is the case, health r &omastsaftfthadhatle
to return to class and the time the student | e
ment should be nos eHle alnt t hRu iStteu d\eingi t Recor d.

T School nurse wil |l contact parent/ guardian when
called because of a health concern.

19
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RI SI'S PLAN

P U

hEmergency Procéedurnene Guwisdeel t of a significant efforf
chools Safe Schools Steering Committee. There are
his format:

To assist school system personnel as emergency pr o

T act as a resource for i1identifying safe school t

devel opment , and;

To act as a guide for conducting safe school dri | I

/

CODE YELLOW: SECURE STATUSOWN QCAXLDI CE)
nitiate when there is alme¢edatter whenghhenedi s an ac
ecurity, but instructional activities continue.
AnnoufBeeur e stat us: CodTeheYseel dooW'not have to be foll
| mmedi ately cancel al |l bouutt dsohooruIadctbievidteiteesr.mined b a s
N_otify portable cIassroRoen%emo\bned cI AsCUsAToEut'-S the be
side. ALERSTFi r st notlfication of d
Principal/ designee notifies Public I nformation
Of fic®9®G4Tr@®@) or a member of the
Leadership Team. LOCKDOWN hi s i sseacusreemist artin

: f which to make survival
Notify School Resourcepcffafgfscto counter or evacuat e
I nitiate classroom acc oeuvnatcaubaitlei,t ys epcruorcee dtuhree sr.o o m.
Lock al/l classroom doorfsLock the door and cover an

: . lp.os.si.ble
Maintain indoor class activities as usual
Visually monitor studen'”tsBa(riLrJr'icr"ilggjjecltzt?sesdoor with an
change. f Call 911
Limit and monitor indivi ®Pwal yopuudeht hal lawppsi tion

shooter should they enter
movement .
Maintain above fiplrlooeldeauars unt il
message is given. INFORE!VUsing any means necess:éa
Debrief with staff fol ITofWlngt it Wfotmation ln orc
|olegnt($|?n ajtdr? and direct
COUNTBRhis is a |last resort
are not available or feasibl
simpl e, proactlve techni ques
Acti ve & halitleirty to shoot ac
di fficult. This is not fight
attack.
EVACUAGEemove yourself from
zone as quickly as possible

20
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=A =/ =42 =4 =2

=

A /| F

Take act-eenatatdethe situation.
T Get help (another teacher, staff member, or
T Separate student(s) involved.

T Remove bystanders.
M Escort student(s) to office.
Notify principal/ designe

D

Have nurse evaluate for injuries.
Principal/ designee calls 91, if necessary.
Principal/ designee notifies police, i f necessar

Principal/ designee notifies-9OBbbBd7RBRUblbrcal meombmat
Leadership Team, if necessary.

Notify parents of student(s) involved in assaul
Take appropriate disciplinary action.
Document the event.

M E

n the Event of Medical Emergency:
Provide emergency treat ment.

Notify principal/ school office.
Notify the school nurse and counsel or .
Pri

Pr i
Lea

| f

Hav
hi s
Pri

De
st

S
a
Con
st a
S
t
c

cipal/ designee calls 911, if necessary.

cipal/ designee notifies90bBd7RBRUbbrcal membmat
ership Team.
0

ssible, isolate affected student (s)/staff

all appropriate student/staff documentati c
ry, emergency information).

~+®d® T Q35 >

=]

i pal n®t phrest ¢$slident®umefi an(s) or staff

0

c

gnate someone with a |Iist of student phone
f member (i.e., nurse, assistant principal,

ually update school of fice and Public I nf

C o+ o+ —h —
c -
nw S

As gn a school of ficial to answer school phone

en
Do

[

S

ument the event.

|l f necessary, refer media to Public I nformatior
y

cal m.
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St

u

GENERAL EXPECTATI
DURI NG SECURE STATUS
Teachers:
T Nevassuiin® justo a dril |l
T Stay cal m.
T Keep students cal m.
T Refer to school CERT pl an.
T Ref eEmémwmgency Procedures Gui de.
T Use _school accountability form
mi ssing.
9T Be ready to communicate with of
T Note time and document any 1inci
dent s:
T Nevassuiind® justo a dril |l
T Stay cal m.
T Listen for directions from the
9 I'f given directions by | aw enfo
T Stay with your group.
9T I'f you are away from your group

ONS FOR CLASSR

OR EVACU,

to | ist
fice or
dent (s)

teacher
rcement

report

St ude

CERT
you n

and f
or en

t o th
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Substitute Quick Start Guide for A@5OD

Logging in on the Web
To log in to Aesop, navigate to www. frontlinek]?. com/aesop in your web browser.

Enter your ID number and PIN, then click Login.

Can't remmember your login info?

9N OTHEN
g e If you're having trouble logging in, dick the
“Forgot your login?” link next to the Login
s el - tnat button for more information.

Finding Available Jobs

Aesop makes it easy to find available jobs, right on the homepage. Jobs available for you to accept show
im green on the calendar, and in list form under the “Available lobs” tab.

13 1-1“1! 17 1k 13 1 M 1:m1i 14 R T |- O

PF 8 ZP P14 I 7S 1T A8 1F 1 1 PR30 ? 53 83 ™ A

woom o B @ W ¥m W W ¥E ¥F FE ]
\ :
3 Available .lob= 1 Gchcdulbed Jab= 0 Past Joks

[RETT ] L] ELETHE [EE T

A

Fce, Tlm =ih Schaol S o

e at
e s E:::J"' . L S e 1

T accept a job, simply click the Accept button to next to the absence. if you do not want to accept this
job, click the Reject button instead.

Getting Help and Training

If you have guestions, want to leam
"ﬂ more about a certain feature, or need
enees Help want more information about a specific
topic, click the Help tab to go to the
Aesop Learming Center, a searchable
knowledge base of Aesop help and
training materials.

Sepoam ber 2014

T-L =0 &aT LK NZH TUE WEZ TRU F3 LW

Substitute Quick Stort Guide for Aasop | Copyright 2014 Fronthine Technologies Growg, LLC
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THE HOME PAGE

Once you h me n
s t m.

gged into Absenc
ented wi fica t

e Manage t, you wi
tions from he syste There

Noti fications

Web Al-dhtse are alerts
i mportant information t
t h2i smbss$ton to move on.
website.

Important Notifications x

@I Victoria County School District posted on Friday, March 28, 2014

hat have been created by you
a may be useful to you. One

t
hat
These Web Al erts can be rev]

All substitute are to report to the Main Office before going to their assigned classroom

Victoria County School District posted on Friday, March 28, 2014

Please review the dress code policy in your substitute handbook before arriving at your assignment. Thank You!

$ Dismiss

ConfirmaX¥Xawnsan al so receive notifications that you 1
cation telling the substitute that he has been remov
These notifications are very important and must be ¢

You were removed from this assignment on Friday, March 28, 2014 3:57 PM.

Your services are no longer required for this assignment.

Date o Time Duration Location

Fox, Tim High School Science &N E' @ Report to: Main Office CONFIRMATION #131988437 | & See Details

Wed, 4/212014 - 8:00 AM - FulDay | i i
Thu. 41375014 300 PM 0} Y wiliams High School Y

s + Confirm

25



Home Page

Once you have dismissed or confirmation all of your
view your home page.

- FRONTLINE Tom Baker @ Available Jobs (] Notifications Questions Logout
Aesop
A  Available Jobs History Feedback Preferences Help
March 2014 April 2014 May 2014

SAT SUN MON TUE WED THU FRI  SA

5 1 2
d|: - mp - - DoEE -
9 10 11 iz 19 11 12 13 14 16 16 17
16 (17 18 19 26 18 19 20 21 22 23 24

23 24 |25 26 25 26 27 28 29 30 31

8 Available Jobs 3 Scheduled Jobs 4 Past Jobs 2 Non Work Days

Date o Time Duration Location
Smith, Matt 3rd Grade Teacher X Reject
; 8:00 AM - : ;
Mon, 3/31/2014 3:00 PM @  FulDay  coal Hil School LW "
Blanche, Barry @ X Reject ¥ See Details
Mon, 3/31/2014 - 4:00 PM - Full Day i
Wed, 4/2/2014 11:59 PM O Ao peimiadie school e
At the very top of your home page, you will see a bl

Tom Baker @ Available Jobs (€3] Notifications Questions Logout

Your N&mMmé cking on your na'mer eMidrlena&ks" ytoaub twhdarhe you
sonal information, PIN, and other settings.

Avail abl-Ehdobesmber of currently available jobs wildl |
tion wil!/ bring youwatbowhkeee" Xoai wables&ebsa" | ist of t
cept .

Notificaheonsember of notifications (Web Alerts) you
ing here will bring up a |ist of your current Web Al

Quest r@lnisck here to view the name and phone number of
person.

Logo-Ctl i cking the Logout option wil/ |l og you out of A
page.

26



- FRONTLINE" Tom Baker @ Available Jobs | @) Notifications | Questions | Logout

Aesop V

A  Available Jobs History Feedback Preferences Help
March 2014 April 2014 May 2014
SUN MON TUE WED THU FRI SAT MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT
B T

Main Tabs
Home Thlbe tab with the blue ho
the site to be taken back to t

use i con is your home
he home page.

Avail abl-él Jobisng this tab will take you to a page |
Hi st-ofirhye Hi story tab will take you to a page wWNerk vy
Days.

Feedbarcekedback is an optional feature in Absence Man
how your jobs went. I f this feature is enabled by vy«
Prefer eQlciecsking this tab will bring you to the "Pref
changePgrosuaonal I PIf®r enber oad oSwhho &kCaaltl, Hinmes.

Hel-phe Help tab wil!/ bring you to the "Absence Manaq
cles, videos, and interactive guides to help you Kknc
Cal endar
Just below the main tabs is your interactive calend:
you are working and what days have available jobs.
March 2014 April 2014 May 2014

SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT

| . I r

2 3 4 5 6 7 8 6 7““ JON T 12 AEHHS 10

9 10 11 12 13 14 15 13 N148 BS54 NA6H 170 18 19 11 23 B3N T4 | EI S IRI6N 17

16 AT AEISEESN 20 21 22 20 =2 ﬂﬂn 25 26 8 19 20 21 22 23 24

23 24 25 26 | 27 | 28 | 29 27 nﬂ 30 25 26 27 28 29 30 31

-

The calendar is color coded to show the different t\

Abl ackabound a date representBl ulehpst atei pasheocusche
Greemys are days ther@rayepravaniNabhke Neabs.
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Use the back and forward arrows to either side of t
endar

March 2014 April 2014 May 2014
SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT

1 2
2 3 4 5 6 7 8 6 7 nn A0 12 < nnn 9 10 3
9 10 11 EI2HEIGE 14 15 1 14 15 16 17 18 19 1 12 13 14 15 16
16 EETNNISHEISE 20 21 22 20 21 Hﬂn 25 | 26 18 19 20 21 22 23 24
23 24 |25 26 27 28 29 27 Eﬂ 30 25 26 27 28 29 30 31
GOH

Clicking on an individual day in the calendar will
job on that day, you can aceppt or reject it right
April 2014 May 2014
SUN MON TUE WED THU FRI SAT SUN MON TUl

- KR

6

13
Available Job

20 20
®  Fuipy Y

27 27

§:00 AM - 3:00 PM
Key, Francis
Jaspers Elementary School

¥ Reject R0

Duration Location

Job Tabs

be your "Jobs"

he main b |
[ t you away from t he

dy of the home p
cking es i o]

T 0
C h
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8 Available Jobs 2 Scheduled Jobs 5 Past Jobs 2 Non Work Days

Date Time Duration Location

Blanche, Barry e ¥ Reject Y See Details

g D0 - @  Fuiday  pej Middie School LW *

Fox, Tim High School Science @ X Reject ¥ See Details

sl et o g ©  FuIday  wiliams High School AW "

Kev Franric M Reiect m

Avail abl-Ehide®sbsab will bring up the view of the curre
tab represents how many available jobs there are.
Schedul edlT hliosbst ab shows the currently scheduled jobs
the tab represents the number of currently schedul ed
Past JTohhes " Past Jobs" tab brings up your job history
represents the number of jobs in the | ast 30 days.
Non Wor k-Thays tab will show -WoukyBaysups-WmekbdapaNbno
the past 30 days. YdWor&kamDaglsdéromehteeNodhe number o
comi ngWdNrokn Days-Wond& NMarys from up to 30 days in the p.

Managing Your Personal I

I't'"s easy to add or update personal information in A
t hekr ef ertabesen t he Biwyo ndee fpaauglet., Absence Management tak
I nfo" Tpagdit your i nEdbwmattiooan, click the
Shapgs Fi Tom Baker
Schools

Name Phone Email Address Address
Call Times

Victoria County School District ¥ Turn Off Calling
District List

Tom Baker IE] (555) 555-3568 4thdoctor@email.com -—)Edit b
Most districts allow their substitutes to change the
mi ssion to edit other info as wel|l

I f you make any Aphpabnytetson ctlo cskaviehet he changes.

29



Changing Your Absence Manag

you want to change

o, t he PI you use to |l og
he "Preferences" Ppafjerbpbebin

N number
ckheghobome page.

Tom Baker @ Available Jobs @ Notifi

History Feedback Preferences <

April 2014 May 2014

—HU FRI SAT SUN MON TUE WED THU FRI SAT SUN MON TUE WED
SR - - b

[ e o o 7 o o AN A4 in 4 13 [3 e

No w, cho®@man g dite®b .n

Personal Info

Change Pin (""

Schools

Tom Baker

Name Phone

Call Times
Victoria Countv School District

Once in the "Change PIN" section, enter -gnmtuer otl e (rcean
PI'N. Click $dawve bCluybmgéeem to save.
Personal Info Change your Pin
ou are logged in to Victoria County School District. You may change your pin for this district below.
Schools Old Pin: +eee
Call Times New Pin: lr""lr]:
District List Confirm New Pin:

30
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Setting and Changing
By default you wil!/ be called for jobs duri
tomize these times or turn off calling al@Pr
on the home page.
Tom Baker @ Available Jobs | @ Notif
History Feedback Preferences «
April 2014 May 2014
HU FRI SAT SUN MON TUE WED THU FRI SAT SUN MON TUE WED
= 7 0 c 7 o o AN 44 in A R '3 7
No w, clGaclkl tThphé on in the "Preferences Menu"
P I Inf . o e ilable j
koo Call Times Victoria County School District ~ Gl ?’:;lableﬁ?: f
Change Pin
Schools Sunday Monday Tuesday Wednesday Thursday Friday Saturday
w Call times for Victoria County School District
| District List Morning
530 AM-12:00 530AM-12:00 530AM-12:00 5230AM-12:00 5230 AM - 12:00
NoiGalls Pl PM PM PM P NoCalis
Evening
4:00PM-10:00 4:00PM-10:00 4:00PM-10:00 4:00PM-10:00 4:00 PM - 10:00
PH PI Pi PM PH NaCaks NaCals
My Preferences
District Call 12:00 PM -6:00  District Call District Call District Call District Call District Call
Times PM Times Times Times Times Times
Edit Edit Edit Edit Edit Edit Edit

Cal

t he

31
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You district's default morning and evening call ti me
i ng Etdhibaut t on at the bottom of the screen for any day

My Preferences

District Call 12:00 PM - 6:00 District Call District Call Distric
Times PM Times Times Times

Edit ( Edit Edit Edit Edit

This will bring up a window where you can select the

Your Call Time Preferences for Sunday

District Call Times
Morning: 5:30 AM to 12:00 PM
Evening: 4:00 PM to 10:00 PM

My Preferences

_ Don't Call Me

® Call me during the district call times

Call me between and

Cancel Apply To All Apply only to Sunday

Doa Cal-ChMesing this options will set Absence Manage
week.

Cal l me during theTdistwitt eatl ypumesall times to t
Call me bHdemwe,enyou can set the earliest and | atest t

the week.

Once you have picked your settings, you have two opt
Apply +tTohissl Iwill apply these settings to every day o]
Apply o-mlhhy st avi | | only apply these setting to the day

32



Turning Off Calling

In the top right corner of the calling times area, Yy

.-» Accept phone calls for available jobs?

District ~ ® Yes No
dnesday Thursday Friday Saturday
Morning

JAM-12:00  530AM-1200 530AM-12:00  pin ;one

To turn your calling from Absence NdamtaigemenY o owipll le t 1
a war ni-unp fprooom Absence Management .

Confirm

You will not receive any further phone calls from Victoria County School
District

Cancel OK

Cl iGxkk o confirm. This means Absence Management will n
able to search for jobs online.
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Choosing Your Preferred S

Absence Management gives you the option to choose a |
l'ist you prefer not to work at.

I f you are a new substitute, you will see jobs at al |
to change any settin h e

Get to the "Preferred Brcehfoorssdbdarstt thegy ltd me kp angge .t he

Feedback Preferences @

April 2014 May 20
SAT SUN HKMON TUE WED THU FRI SAT SUN MO!
* I -
Cliclschbelpsi on in the side bar on the "Preferences p
to choose if you want to the |ist of schools to be w
j obs Click the circle for the option you want to c¢h:

Personal Info

Schools

Change Pin

m ® Show me assignments at the schools selected below. [

| don't want to see assignments at the schools selected below.

Call Times
District List Select Al None
¥/ Victoria County Community Schools
¥/ Administration Building
¥/ Beacon School
¥/ VC Elementary Schools
Use AllMeNonkruttons to clear out or fill]l in your | ist:
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Select Al

None é

¥ Victoria County Community Schools

ol

v

-~ 4
Q T
= 35 O
< QS

Nt -

Administration Building

Beacon School

VC Elementary Schools

« Coal Hill School

! Columbia Elementary School

¥ Duquesne Elementary School

O 0
> 0o —

owmo
- 0o x
" o

t_he check

Schools

Select

All None

® Show me assignments at the schools selected below.
| don't want to see assignments at the schools selected below.

Wh e n

v

Beacon School

¥ Victoria County Community Schools

¥ Administration Building

/" VC Elementary Schools

Coal Hill School

Columbia Elementary School

Duquesne Elementary School

I Jaspers Elementary School

VC High Schools

¢/ Hamner High School

¥ Vanderbilt High School

¥ Williams High School

VC Middle Schools

¢/ Dell Middle School

¥ Walker Middle School

you

vV e

fSiawvtes heavecthahkges.
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Finding & Accepting Avail

n Absence Management, finding and accepting availab
are two places you can click to access a list of job
ill show wup in the black i nfo bParaiatabtltheebdvoebrsy t op o
. -FRONTUNE‘ Tom Baker mAvaiIabIeJobs @Notiﬂcations Questions Logout
J .
Aesop
# | Available Jobs History Feedback Preferences Help
March 2014 April 2014 May 2014
SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT
1 2 3 El 5 1 2 3
5 6 7 8 6 7 8 9 G0N 12 - nnn 9 3
9 10 11 EI2EEISE 14 5 13 19 1 12 13 || 14° 15 16 17

o
-
~
-
©
-
©
»
o
N
4
N

N

14 15 16 17 18
20 21 ﬂﬂn 25 26 18 19 20 21 22 23 24
g -E

N
©

24 F25N 26 E27NE2BN 2

w0
o

26 27 28 29 30 31

=)
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4 Available Jobs 2 Scheduled Jobs 6 Past Jobs 2 Non Work Days
Date a Time Duration Location
Smith, Matt 3rd Grade Teacher e X Reject = ¥ See Details
Tue, 4/22/2014 - 8:00 AM - (©) Full Dav AAnl Uil CahAanl t (o]
The fastest way to find jobs is the "Available Jobs"
see a |list of jobs that you are qualified and avail a
Viewing the Job Details
Al'l the important job details are here, Il i ke the nameabé&nd htei menpd fo ytelee yjoart
4 Available Jobs 2 Scheduled Jobs 6 PastJobs 2 Non Work Days
Date Time Duration Location
Smith, Matt 3rd Grade Teacher E e X Reject 3 See Details
%S j:;g%gg]i— ggg ém— @©  FulDay  Coal Hill School , <8 %

There are other details about dbhyg jobsinobhas, watt ash

View the Job's Notes

The icon tha
i mportant no

t ook ke a sheet of paper indicates
t fr he

teacher lettiingdmowi &wowhen

ow
3
- —

I
es
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Date a Time

Smith, Matt 3rd Grade Teacher |§| @

Tue, 4/22/2014 - 8:00 AM -
Thu. 4/24/2014 3:00 PM
The notes for this job will pop upXifnort hyeou otpo rvigehw. ¢

Please cover chapter 3. Thanks!

Mu FDtaiy J obs

Some j o

b avaiddap!l gopdsdy Mudsd wnalyl blee munh dii c a
with a p i

r
ide it.

¥

Smith, Matt 3rd Grade Teacher E @

Date a Time

Tue, 4/22/2014 - 8:00 AM -
Thu. 4/24/2014 3:00 PM
On mdbhyijobs, you won't see an "Accept" butt oSe e ileh-t

t aiblug t on.

¥ Reject 2 See Details

Ly

This will reveal each individualAcdcaeyp tf-DMwyltthie j ob, as
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Smith, Matt 3rd Grade Teacher [E] @ % Reject A Hide Details
Tue, 4/22/2014 800 oM~ ©  FuIDs Goal Hill school Y
Wed, 4/23/2014 o ©  FuDayr Goal il school LW
Thu, 4/24/2014 e ©  FuIDs Goal Hill school AW+

Phone Number and Map

n each job Ilisting, th
| t

re will be an icon for the school's phone number &
i ¢k gorne etnh ep h otnee h awen he

e
he school's phone number pop up. I f t icon is gr:

ONFIRMATION #132200697

|
C

School Phone

(555) 555-5555 &59

Cliclbramge mam iopem Google Maps with directions to the school's location.
Accepting or Rejecting Jobs

Now that you have seen the job details, you are read

To reject a job, allRgjodbauthave toa dbdei sighitclsitdkee of t
will make it disappear from your available jobs and
are absolutely sure that you wil!/ not want to come b

ell Middle School Y

Accepting a Job

To accept a |j ohAcceébuwtkt otnheongrteheen ri ght side of the job listing.
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ell Middle School / WY

Once you have accepted thepjath,tlyout avpl dof ryecwen vecrae®
mation number . I f there is a file attached to the ab
po-pp will stay on your screen untixnextu tdo s'mDBE s mii ts.s
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