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New Generation Substitute Employee Locator
The substitute employee locator is designed to accept employees’ absences over a touch-tone
phone and then outcall to a substitute pool in search of a replacement. The system chooses
substitutes according to parameters set by specialty codes and preferences (if a teacher – by
grade level).  The substitute locator will call all of the substitutes that match the request
according to these parameters.  If no substitute can be found, the system can be set (teachers
only) to call the general pool of substitutes.

Application Administration
q Using the appropriate ID and password, the

administrator can call into the system with special
privileges.

q Administrators can create, edit, delete or check the
status of any request as well as change global
variables and database information.

q Teachers or other employees can in their absences

Benefits
q 24 hours a day access
q Finding of a replacement starts either

automatically or at a set time.
q Either the Principal or his/her appointed person is

either e-mailed or faxed a list of absent teachers
and their replacements along with any slots that
were not filled.

It doesn’t make any
difference if you need a
substitute teacher, or a
substitute bus driver or a
substitute nurse; the system
works the same for all
disciplines.  The affected
employee calls into the
system.

Example of what you would hear if you
were a teacher calling in:
“You have reached Roosevelt High Schools
substitute locator.  Please input the start and
end date of your absence.”

“Please speak your name, your school’s
name, the class name and the class time.”

They are given two more prompts to record
the location of their lesson plan  and any
additional  instructions for the substitute

Information is
recorded in system

Searches pool then Calls
qualified candidate

When the phone is answered
they are asked to press 1 if they

are a substitute.If the caller presses 1 they are
then asked to input their PIN
number.  The system the plays
back the absent  teacher pre-
recorded message about the
vacancy.

The substitute is then given the
ability to either accept or reject
the assignment.  If he/she
accepts, they are then played
the message regarding the
lesson plan and other info.
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