FRONTLINE HELPS

Frontline is First an absence reporting system, and secondly a sub finding system.
Report the correct information for your absence first, then determine whether a sub is needed and list the correct times.
Absences and sub coverage are not always the same. You may be absent and not need sub coverage.

JOB CALLING TIMES:

Frontline places calls to try to obtain subs from 6:00am to 11:00pm

Time after which the system will NOT allow employees to enter an absence for the same day: 7:30am.
Time at which the system will stop trying to fill a job for the same day: 8:00am

The latest time an employee can cancel an absence for the day: 7:30am

The latest time a sub can cancel an assignment for the day: 7:30 am

The parameters have been re-set for jobs to be held longer for your Preferred sub lists, prior to opening to the general public.

PREFERRED SUB LIST:

Allows you to choose up to 5 subs who will receive first dibs on all of your job offerings. Jobs will be opened to all subs once your list is
exhausted and your preferences have all replied “no” to this request.

You may also “heart” your preferences and it will call through them in that order.

Go to Account>Preferred Substitutes>Add Substitute. Select up to 5 and order them as desired. (see below for visual walk-thru)

PRE-ARRANGED SUBS:
You have the power to pre-arrange and plug a sub into a job! You MUST speak to the sub you are pre-arranging with.
After contacting the sub of choice and receiving agreement to that they are available and want to sub on the arranged date:
1) Place the absence & sub times in the system and then select “Advanced Mode”.
2) Select “Create Absence & Assign Sub”
3) Search for your sub by name or by viewing list of substitute.
4) Choose the name and select “assign”.
(see examples below if needing a visual walk through on this)

EXLUDING SUBS: If you have a sub that is particularly undesirable, please report it through Frontline so there is a record. Once
enough staff have reported, the district can easily take action. Additionally, if you prefer a sub to be excluded from receiving any of your
job requests, please contact the district receptionist and she can place an exclusion on them.

SUB PHONE NUMBERS:

You can locate sub numbers in order to communicate with them about jobs.

Go to Directory>Substitutes>Search by last name. (see below for visual)

In addition, when a sub accepts a job for you, you will have access to their phone #and email. (see below for visual examples)

PN/PL/Add’I LV:
These all require advance approvals and there are limits on how many are allowed per day. Subs
Make sure you are approved by Admin prior to entering your absence under any of these codes.

JOB START/END TIMES:

Most start/end times will automatically pre-set at 8:15am-3:35pm.

If you only teach a few periods that require a sub (due to monitoring, coaching, district/site chair) or have a zero period, you are
responsible for adjusting your start/end times to reflect this. Also don’t forget to adjust your start or end times as needed for
Professional Wednesdays or rally days.

Two periods or less are considered %2 day pay for subs, 3 periods or more are considered a full day pay.
Additional pay is issued for 6" period day assignments.

SEE NEXT PAGE FOR VISUAL EXAMPLES




STEPS FOR ADJUSTING YOUR SUB TIMES

Enter the times for your absence. This would be the portion(s) of your day you are not present doing the job you are
paid for during those times.

If your sub times should
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SETTING UP A PREFERRED SUB LIST

1) Go to Account

2) Choose “Preferred Substitutes”

3) Select “Add Substitutes”

4) List last name to search and select up to 5
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STEPS FOR PRE-ARRANGING A SUB

Make contact with the sub you are wanting to pre-arrange with. You MUST receive a response from the sub with
confirmation they are willing and able to do the job. (If they hold another job you won’t be able to plug them in)

2) Enter all the information necessary for your absence as well as the sub report times.

3) Select the Advanced Mode option. (see red arrow)
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4) Select “Create Absence & Assign Sub”. (see red arrow below)
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5) Search for your sub by name or use view list of substitutes.

6) Select the sub name.

7) You’'ll see the pop up as pictured below, reminding you that you must have confirmation from the sub before
doing this.

8) Select Assign. Job will be created and sub will be assigned to the job.
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ACCESS SUB PHONE NUMBERS

1) Got to Directory
2) Select Substitutes

3) Enter sub first or last name in search bar
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