Getting Started as a Substitute

What is Red Rover?

Red Rover is a Substitute Placement system, designed with substitute teachers in

mind! In Red Rover, you will be able to easily see what jobs are available and book
those jobs in advance. You'll also be able to manage your availability, review

upcoming assignments, and so much more.

Topics Covered in this Tip Sheet

1.Setting_Up Your Red Rover Account 6. Helpful Info on Class Assignments
2.Notification Preferences 7. Setting_Location Preferences
3.The Homepage 8. Managing_Availability.

4.Viewing and Accepting Assignments 9. Help Center

5.Managing_Scheduled Assignments

Logging in to Red Rover

Before logging into Red Rover for the first time, you

¥+ Red Rover

will receive an email invitation that looks like this: s Hi Berry,

e To set up your Red Rover account, click the
SETUP PASSWORD button. This will allow you to
create a new account and password. From this
point forward, your username will be your email.

e If you didn’t receive this email, be sure to check in
your Spam folder. If you still do not see the Red
Rover Welcome email, contact the district’'s
administrator. They will be able to resend the
email invitation to you.

e If you ever forget your password, you can reset it
on the login page at: https://app.redroverki2.com

Walcorne to Ried Rover A new account has been craated for you 10 use
Red Rowver at

Your emailiusername for Red Rover is

To complete your account Selup, vou will nded 10 create a password, You

will use this username and password when you BCCess Rad Rover.

Access Your Account

Once you've 581 Up YOUr Password, YOu Can cCess

= Fed Ao

Download the Red Rover App

Tha Red Rover app is the fastest way to do nearly everything in Red
Rover, Usa the links below to downlead the fres Rad Rover app from your

device's app siore
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Setting up Your Information

Once you are logged in, you can set up your account & Crasts Alisance ogre———
=0 ccount Sattl ]

information and preferences. Click on your name in the
bottom left corner and select ACCOUNT SETTINGS. - [ Berry Archer , [EEEEEEEHE

In your Account Settings, you can edit your information such as your name, phone number
and email. You may be able to upload a profile picture depending on your district’s settings.

Account Settings
First Name Email Edit email
Berry
Last Mame Time Zone Edit time zone
Archer
Mobile Phone Password | Reset password
5557586712
Upload a photo

Upload a Profile Picture

1.Click on your name in the bottom left corner and select ACCOUNT SETTINGS.
2.Click UPLOAD A PHOTO. Drag and drop your picture into the purple box OR select

UPLOAD A PHOTO.
3. Adjust the picture by dragging it and using the Zoom and Rotation sliders below.

4.Select UPLOAD to save your changes.

Add Red Rover Avatar Add Red Rowes Avatar

Drag and drop your image here

Z00M ROTATIEN
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Notification Preferences

Red Rover can send you many kinds of notifications.
To edit your notification preferences: @ Create Absence D

Za Account Settings

1. Click on your profile icon in the bottom left. ~ D Berry Archer (7 signout ‘

2. Select ACCOUNT SETTINGS

3. Scroll to Notification Preferences and check or
uncheck the corresponding boxes.

4.Click SAVE when done.

Notification Preferences
Notification reason Email Mobile Web
When | accept an assignment O
When | cancel an assignment =]
When I'm removed from an assignment
When a bulletin board post is published
When a job I'm assigned 1o starts soon
When an assignment becomes available
When my assignment is changed
When someone assigns me
When someone requests me
.0 o |"-_-‘l‘.
To see your notifications: E

Motifications

e Click on the Bell lcon in the upper right

Assignment SCRB75756 cancelled. Sarah

corner. Merill, 121 Grade Teacher, on 2/8/2022
¢ Click on each notification to mark it as read.
¢ Click Mark all as Read to remove all the You Accepted ah assignment, #C875756

notifications from the list.
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The Homepage
Every time you launch Red Rover, you'll land on the Homepage — your central hub for
essential information, managing your assignments, setting your availability and location

preferences, and more!

RedRover B o o ol

Theusand Hills Schoel District (...
& Home Good Morning, Berry e
f Substituting
Today
(5 Time Tracking ) Gﬂ' @
Bulletin Board Assignment My Availability Location
F1 Bulletin Board Schedule Preferances 4 i n 3 !

=1 Upcoming Assignments (Aug 8 - Sep 7)

&

Aug 22 Alex Robinson Elementary School ™M @ 0
L) ' Hai = 0 18 W 20 n 22

Wi All 24 25 26 27 28 28

Mo events today

#9 Available assignments £ Rafresh
Location: Select Preference: All [ignore preferences) [ ineude dismissed
Augn Alex Robinsen Elemantary  Language Arts @ 1Full Day o
[r 1 i ¢ 3 Ar Ry
Schaol . L - ; ‘ Digmise Accept
Aug 13-14 Alox Robinson Elementary  Language Arts 2 Full Days &
Wed - T School +1 1 {alicran ) -
8 Digmiss Detsils
Aug 28 Booker T. Washington Language Arts d 1Full Day o
1y Elementary 2 : g 2 i Dismiss Aceept

;_i « Berry Archer

Here you can see your Upcoming Assignments. Click VIEW ALL for a list of all
upcoming assignments.

The Calendar shows your assignment and availability schedule for the current
month.

Scroll down to see all your Available Assignments across all your districts.
The Main Menu on the left brings you to other features of Red Rover.

The Help icon @ takes you to our Help Center where you can find information on
how to use Red Rover.
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How to Accept a Job

In the Available Assighments section at the bottom of the Homepage, Red Rover
shows jobs you're qualified for and available to work. Each listing includes the date(s),
employee, position(s), location(s), and job duration.

e To accept a job, simply click ACCEPT.

4 Available assignments 3 Refresh

Location: Select... Preference: All lignore preferences) [[J Include dismissed

Aug 28 Booker T. Washington Language Arts I-f-'._ % 1Full Day @
Thuirsday Elementary for Jim O'Hallgran Y 0500 am - 245 pm Dlsmiss
Thousand Hills School District

o If the job is a multi-day assignment, click the DETAILS button to see all day of the
assignment. Then click ACCEPT.

79 Available assignments < Refresh
Location: Select.,, Preferenco: Al (:gnarn praferencas) |:| Include dizsmissed

Aug Alex Robinson Elementary  Language Arts @ 1Full Day /o

v Y 51.:hum . - ) Dismiss Accept

Aug 13-14 Alex Robinson Elememary  Language Arts . 2 Full Days &

If your district allows, you may be able to accept parts of a multi-day job. To accept
only parts of a multi-day job:

1.Click the DETAILS button.
2.Uncheck the boxes next to any days you do not want to accept.

3.Click ACCEPT.
-Sep 22-36 Alex Robinson Elementary Language Arls . 5 Full Days @ \
Man - Fr El'r-ﬂlnﬂl +1 ; far Jim OH. b Diamiss Accept )

4 Selected [
Mon, Sep 22 e H‘,"I:m-“"' EMaIALy ® - 45 pm 1 Full Day f O \

Tue, Sey ¥ £ T

Wed, Sep 2 @ 91 . | Day

cp 25 [ 1 T

Alex Robinson Elemantary e -
Fri, Sep 26 School 8 315 am - 3:45 pm 1 Full Day
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Knowing You Got the Job
After accepting an assignment, Red Rover will run a Kesidinant
series of checks to ensure the job is still available. If
you get the job, Red Rover will provide you with a It's all yours!
confirmation number. Confirmation #C13497938

@

NOTE: If you do not receive a confirmation number,
you were not assigned the job.

Return to search

More Available Assignment Options

Red Rover makes it easy to manage available assignments by filtering based upon
location and your preferences. Use the following options in the Available
Assignments section of the homepage:

9 Available assignments e 0 2 Refresh
0 Lacation: Select, Preference: All fignore preferences) |:| Inchide dismissed E

Aug 1 Alex Robinson Elementary  Language Arls 450 1Full Day &
School for Jim O'Halloea W o150m - 345 pm
Aug 13-14 Alex Robinson Elementary  Language Arts . 2 Full Days @

School +1

Dismiss Details

The Location dropdown menu allows you to filter the list of available jobs by
school.

The Preference box is automatically set to “All (ignore preferences)” You can
choose to see available jobs in your favorite schools or to ignore your school
preferences altogether. Setting this box to “All (ignore preferences) will also
show jobs that conflict with your availability.

DISMISS or ACCEPT a job by clicking on the corresponding button for the
assignment. If you accidentally dismiss an assignment, use the Include
dismissed checkbox to bring those assignments back into view.

e Click the REFRESH button to see the most up-to-date list of jobs.
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Scheduled Assignments Page

To view or edit all assignments, go to the Scheduled Assignments page by clicking the

ASSIGNMENT SCHEDULE tile on the homepage or navigating to SUBSTITUTING > SCHEDULED
ASSIGNMENTS in the Main Menu.

o Click on the assignment confirmation number to view all details of the assignment.
Q Click the CANCEL button to cancel an upcoming assignment.
e Use the buttons in the top right to toggle between the LIST and CALENDAR views.

RedRover Q

Thousand Hills School District |

@ Home Scheduled Assignments

Manage Availability

i Substituting
Schadulad Assignments School Year: 2025-2028

Manage Avalfability

Location Preferences

Current & Upcoming

(@ Time Tracking ; o
Aug 8 Alex Robinson Elementary Social Studies Teacher M 1Full Doy . -
&1 Bulletin Board Friday I ur oo

-2
Schaol o2 som @ BH @ %

J Ll
Aug 22 Alex Robinson Elementary Language Arts A 1 Full Day ™M &
Fri Sehaol 1 Hallos W 515 - 3 e Ul Cancel
Past
Aug & Alex Robinson Elementary Social Studies Teacher @ 1 Full Day ™M o
Wednasaiy School for B 5 ) 3 A = ey ]

To view the details of a particular assignment from the Calendar view, simply click the
date to retrieve the detail for that day.

Scheduled Assignments Manage Avallability

School Year: 2025-2026 @

Aug 22 Al Robinson Elementary Language Arts @ 1Full Day
Frathay Schoal i t o 34

@ Assignment Hot Available

July 2025 August 2025 September 2025

1 2 8 4 8 2 Y z 3 & 5 s
s |7 n s 10 KRN 12 3 5 7 n 9 7: 8 & 10 11 12 28
13 14 REN 16 17 BER 19 10 16 14 15 16 17 18 19 20
20 m 23 25 B3 17 23 21 22 23 24 25 26 27

27 E 30 24 25 26 27 28 29 30 28 29 30
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Helpful Information on Assignments

When looking at an assignment, you may notice the following symbols which can be
clicked on to view helpful information.

= Upcoming Assignments (Aug 11 - Sep 10}

Aug 13 Alex Robinson Elementary Schoal

Aug 13-4 Alex Robinsen Elementary Scheol  Language Arts
wed - h ,1 Y Pa-a b @ %
Alox Hot
u @ m - 3145 pm 1 Diary
LG
Cancel
@ &« F | D
MNotes
Please see attached sub lan.
B 3rd Grade Subpltan (1).pdf
Welcome to Alex Robinson Elementary School Alex Robinson Elemaentary Sehool

Walcome to Alex Robinson Elementary!

Welcame to Alex Robinson Elementary. We welcome our guest teachers and appreciate you being willing 1o heip
us oul. When you are here, feal free to park in any unnumbered space in the Upper Parking Lot {next to the
Soccer Field). Also, as a substitute leacher, you are welcome 2 use the teacher lounge during any appropriate
g

A message from Jim

‘Welcame to my classroom. | hope you find the students enjoyable and that your experience is a good onel

FY1, to find X look HERE

Address

1071 Drive Streat
i Chariotte, NC, 28105
Get Directions

Classroom policies

Ronmy Boblby | Ricky Mike Ralgh Jahnny
-.Jc:l' John .i .Jnrd.m Dormie I Danny Michaael !
Suzanna | Michelle ! Yickie DCebbia Anneite Marlon
Lisa Rozannah i Tionne Jackie Tiao Jermasne

Building palicies
= Report to the school office at the designated starting time for that building, The work day timas for
professional staff are given in the assignment infermation cont@ned in Red Rover,
= Leave a brief report for the Weacher of materials covered and work completed
= Report any accidams or unusual discipline problems 1o the principal
= Leave the reom in good order.

Shows classroom and school
information

Links to directions to the location

@ Shows there is an attachment
(lesson plans, necessary paperwork,
etc.)

location

Shows there are notes for the
substitute

Q:) Provides the phone number for the
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Canceling an Assignment

You can easily cancel an assignment from the Scheduled Assignments page. If you
are assigned to multiple days on a job, some school districts will allow you to cancel a
specific day.

e Click the large CANCEL button to cancel the whole assignment.
 Click the small Cancel button next to a specific day to only cancel that day.

Aug 13-14 Alax Rebinson Elamentary Language Arts . 2 Full Days ™ 3\_>
Wod Schoal +1 f ' v — -

NOTE: If you don't see the cancel button and need to cancel your assignment,
contact the school directly.

Location Preferences

By default, you'll see all jobs you're qualified for at all schools. To customize your
view:

1.Click the LOCATION PREFERENCES tile on the homepage OR go to
SUBSTITUTING > LOCATION PREFERENCES in the Main Menu.

2.Click EDIT to mark schools as Favorites or Hidden. Hidden schools will not show
available jobs.

RedRover +1 Q@ a0
ousand Hisls School District (.|
@ Home Location Preferences
=4 Substituting ~
Favorites Hidden
Thousand Hills Schoal Déstrict Thousand Hilts School District
Manage Avallability
Kemave o 1 Unhide all
Location Praferences Fah:=shols " Elementary:Schools
(5 Time Tracking ~ Clementa High Remiowe Alex Robinson Elemantary School
& Bulketin Board Graham High
District Office
Disirict Office

Transportation Depariment
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Location Preferences Continued

When you Favorite a location: Your favorite schools will show with a star next to
them in your list of available assignments. You can filter available jobs for your
favorite locations.

e To mark a school as a Favorite, click the FAVORITE button next to that location.

When You Hide a location: You will not receive notifications of job opportunities for
locations you have hidden.

e To mark a school as Hidden, click the HIDDEN button next to that location.

= Red Rover O o a6

Thousand Hills School District [ |

G Home Edit Location Preferences HR ey
i Substituting

Schodulad Assignmants How it works
Favarite Locations: Setting & location as Favarite will prioritize availabie jobs at that location to the top of your available jobs list and mark them with a red
Manage Availabifity star for easy finding,
Hidden Locations: Setting a location as Hidden will kide avadable jobs at that location from your available jobs list. You sdso won't be notified of available
Location Preferences jobs at hidden locations.
R Tierié Trach » Marking a location as Favorite does not aultomatically hide jobs at offer locations from your vibw.
& Time Tracking

: « You do not have Io Sel up Favorite 1o see jobs. By defawlt, Red Rover will show you avallable jobs a1 all lacations

District Office ﬂall as  Favorite |N

&1 Bulletin Board

District Office & Favorie Romiove
Transporiation Department # Foverile Romove

Elementary Schools Markallas  Favorite Hidden
Alax Rebinsan Elementary School Wy Haddar

Anne Sullivan Elementary

After making your changes, click FINISH EDITING to save your preferences. A
summary of your Favorite and Hidden locations will be listed on the Location
Preferences page.

If you do not see a school listed on this page, you are still able to get jobs at those
locations. This page ONLY shows schools that have been favorited or hidden.

Favorites Hidden
Thousand Hills School District Thousand Hills School District
High Schools Remove all Elementary Schools Unhide all
Clemente High Remon Alex Robinson Elementary School Unide
Graharn High Remave
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Managing Your Availability

On the Manage Availability page you can manage your regular availability for subbing
(Recurring Availability), as well as any special events (e.g. vacations, scheduled
doctor’s appointments, etc.) impacting your availability (Non-recurring event).

To Manage Your Availability:

From the homepage, either click the MY AVAILABILITY tile OR go to SUBSTITUTING >
MANAGE AVAILABILITY in the Main Menu on the left.

Weekly Availability

The Recurring Availability schedule lets you indicate which days of the week you
are available to sub on a consistent basis. By default, your schedule is set to
“always available.”

Note: Any change to your recurring availability will recur every week.

To change your Recurring Schedule:

1.Click CHANGE on the day of the week you'd like to edit.
2.Then click the AVAILABLE drop down.

Manage Availability After

Available

Sunday Tuesday Before
Any time Any time
i After

Mot available

Red Rover gives you the flexibility to choose:
» Available: | am completely available on this day (default).
» Before: | am available before a designated time (but not after).
» After: | am available after a designated time (but not before).

* Not Available: | am completely unavailable on this day.
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Adding a Non-Work Day (Non-Recurring Event)

To add a one-time event when you are unavailable:

1. From the homepage, either click the MY AVAILABILITY tile OR go to
SUBSTITUTING > MANAGE AVAILABILITY in the Main Menu on the left.

2. In the non-recurring event section, click the “I AM” dropdown and select your
preferred option.

3.Depending on the option selected, enter the corresponding dates and/or times.
You may also enter a Reason (optional).

4.Click ADD to add your non-recurring event to your list.

| am From Ta Reason

Mot avaliable 10/06/2025 10/07/2025 : wacation m

Available batora

Available after

Mot available
Dates Reason Avallability District(s) Created By
':‘i 0er9 - 10 Vacation Mot available All Digtricts Barry Archer
Aug - Mot available All Districts Berry Archer
1-2 of 2 records Rows Per Page; 100
Help Center

To view our Help Center for additional resources, click on the question mark at the top right
corner of the page and select HELP.

Red Rover

Help

How can we help?
District Contgft info 2 -




