LEAVE MANAGEMENT SYSTEM
SUBSTITUTE TEACHER REFERENCE MATERIAL

System Phone Number (24 hours per day, 7 days per week) 332-3737

LMS Service Center Phone Number 335-1445
Service Center Phone hours are: 6:30 a.m. — 2:00 p.m.

THE SYSTEM CALLS SUBSTITUTES DURING THESE TIMES:

Today’s Jobs Future Jobs
Weekdays 5:30 a.m. -12:00 p.m. 6:00 - 10:00 p.m.
Saturday None None
Sunday None 6:00 - 10:00 p.m.
Holidays None 6:00 - 10:00 p.m.

WHEN THE SYSTEM CALLS YOU, YOU MAY ...

...LISTEN TO THE JOB OFFER
1. Enter youPIN, thenPRESS 1to HEAR THE ABSENCE INFORMATION.

2. LISTEN CAREFULLY ! The system tells you the Location, the Absentee’s ndrae5tibject
or Assignment, the dates and times of the Jobamaydpecial instructions left for this Job.

Press 1to ACCEPT THE JOBOR

Press 5to HEAR THE JOB AGAINOR

Press Sto DECLINE THE JOB. THE SYSTEM WILL THEN PROMPTQU
TO ENTER A REASON FOR DECLININGSEE PAGE 3.)

If you ACCEPT the job, the System will give yilie¢ job number. If you do not wait to
HEAR THE JOB NUMBER, there is no assurance you h&en assigned, and another
Substitute will be called.

If you Decline the Job, the System will not ofteat particular job again.

...LISTEN TO THE CANCELATION NOTIFICATION

1. When the System calls, enter your PIN. The systdireay “The following assignment has
been cancelled,” it then reads the Job Number and descriptioa assignment which was cancelled.

2. PRESS 1to HEAR THE CANCELLATION NOTIFICATION AGAIN,OR
PRESS 5to HEAR IF THERE ARE OTHER JOBS AVAILABLE TO ACCHROR
PRESS 9to EXIT.



..MAKE THE SYSTEM WAIT FOR YOUR PIN

. Following the System'’s instructions, the person afmswers the phone m&RESSthe

STAR KEY, thenPRESS 1o select MAKE THE SYSTEM WAIT FOR THE SUBSTITUTE'S
PIN.

. The system waits for approximately two minutes far ggocome to the phone or enter your

PIN.

If you do not select this option, the System waitgroximately 30 seconds for you to enter
your PIN before hanging up.

...SELECT THE “DO NOT DISTURB” OPTION

1.

The person who answers the phone press&TihR KEY , thenPRESS 3to select DO
NOT DISTURB. THE SYSTEM WILL THEN PROMPT YOUO ENTER A REASON.
(SEE REASONS FOR DECLINE ON PAGE 3.)

The System does not offer the Job, and will notbeadk for the rest of the current call-out
period (see list of call-out periods at top of page).

WHEN YOU CALL THE SYSTEM YOU MAY ...

1.

.CHANGE THE PHONE NUMBER THE SYSTEM CALLS

Call the System Phone Number, enter Y\ when prompted, theRRESS 1to CHANGE
THE PHONE NUMBER THE SYSTEM CALLS.

. The system says the number it currently calls to reach yo

PRESS 1to CHANGE THE PHONE NUMBEROR
PRESS 9to KEEP THE NUMBER as is.

If you select CHANGE THE PHONE NUMBER, enter the mawnber when prompted,
followed by the star key.

. The System repeats the new number.

PRESS 1to ACCEPT the number you enter€@R
PRESS 5to RE-ENTER the number.

NOTE: If your home phone number changes permanentlthedlMS Service Center so
your HOME PHONE NUMBER (versus this changeable CLBACK PHONE NUMBER)
can be updated in the System.

..HEAR JOBS AVAILABLE FOR YOU TO ACCEPT

1. Call the System Phone Number, enter It when prompted, theARESS 3to HEAR

JOBS.

LISTEN CAREFULLY! The System tells you the Locatithe Absentee’s name, the Subject
or Assignment, the Job’s dates and times, and atya$jinstructions left for this job.

PRESS 1to ACCEPT THE JOBOR

PRESS 3to LISTEN TO THE JOB AGAINOR



PRESS 5to DECLINE THE JOB the System just played. THE SYST®ILL THEN
PROMPT YOU TO ENTER A REASON FOR DECLININGEE PAGE 3)OR
PRESS 7to HEAR ANOTHER JOB. (This option may not be offitreyou were
specifically requested for this Job).

If you ACCEPT, the System gives you the Job Numbkyou do not wait to HEAR THE JOB NUMBER,
there is no assurance you have been assigned, and ano#iigunteulill be called.
If you DECLINE, the System will not offer that partianljob again.

...REVIEW OR CANCEL AN ASSIGNMENT

1. Call the System Phone Number and enter PNt thenPRESS 5to REVIEW OR CANCEL
JOBS YOU ARE ASSIGNED TO.

2. Listen carefully to the Job information the Systeayglfor you.
PRESS 1to HEAR THE INFORMTION AGAIN,OR
PRESS 3to HEAR ANOTHER JOBOR
PRESS 5to CANCEL THE JOB the System just played for you.

If an emergency forces you to CANCEL THE JOB, the Sysisks you t?RESS 1to CONFIRM

THE REQUEST. THE SYSTEM WILL THEN PROMPT YOU TO HER A REASON FOR
CANCELING (SEE PAGE 3). Then you must wait for thestem to say “Job Number XXXXXX has
been canceled.” If yoDO NOT WAIT TO HEAR the System say this, you have no assurance your
assignment has been canceled, and you are still consideredigmnedsSubstitute.

IMPORTANT!
You must observe District policy when you cancel an assignment

Note to Substitute:
If you cancel a job within 24 hours
You must also contact the school.

...REVIEW OR MODIFY A PERIOD WHEN YOU WILL BE UNAVAIL ABLE TO
WORK

This feature allows you to indicate one or more dates whermre not available. (examples: jury duty,
personal illness, etc) The system will not offer yoisjathich include the dates when you are not
available, although it may call you during those dates péoiodobs which start later.

1. Call the System Phone Number, enter your PIN whenpgiesmtherPRESS 7to MODIFY A
PERIOD WHEN YOU ARE UNAVAILABLE TO WORK

2. The system reads the dates of any period when youenithéble to work which is already on
file. If no previously entered dates exist, the @ysskips to step 3.
PRESS 1to KEEP THESE DATESOR
PRESS 5to CHANGE THESE DATESQR
PRESS 7to ERASE THESE DATES.
If you select KEEP THESE DATES or ERASE THESE [BS] the System automatically
returns to the Main Menu.

3. The System asks for the first date of the period wbanwil be unavailable, then for the last
date. Enter these dates using 2 digits for montl2 aligits for day of month (Example:
Enter March % as 0304).



..REVIEW OR MODIFY YOUR DAILY AVAIALABILITY

1

2

This feature allows you to indicate for each morningaftetnoon of the week whether or not you will
normally be available. (Examples: All Day on Mondaydy afternoon on Wednesdays, etc.) The
System will not call you to offer Jobs which incluthees when you are unavailable.

. Call the System Phone Number, enter I when prompted, theRRESS 8to REVIEW
OR MODIFY YOUR DAILY AVAILABILITY.

. The system reads the times when you are available on MoiEbeample: “You are available Monday

AM and PM”), then offers these options:

PRESS 1to KEEP THIS DAY’S AVAILABLITY SETTING, OR
PRESS 3if YOU ARE AVAILABLE BOTH AM AND PM, OR
PRESS 5if YOU ARE AVAILABLE ONLY IN THE AM, OR
PRESS 7if YOU ARE AVAILABLE ONLY IN THE PM, OR
PRESS 8if YOU ARE NOT AVAILABLE ON THIS DAY.

Repeat the procedure above for each of the remaining déeswéek, from Tuesday through
Sunday. You may PRESS 9 at any time to indicateythasire finished entering this
information.

REASONS FOR DECLINE OR CANCELLATION

1
2
3
4,
5.
6
7
8
9
1

WORKING AT ANOTHER JOB

PERSONAL ILLNESS

FAMILY MEMBER ILLNESS OR DEATH
NO TRANSPORTATION

NO CHILD CARE

PERSONAL REASONS

NOT COMFORTABLE WITH ASSIGNMENT
NO LONGER AVAILABLE TO SUBSTITUTE
. RELIGIOUS HOLIDAY

0. JUDICIAL SUBPOENA/JURY DUTY

HOW TO REGISTER AS A NEW USER AND RECEIVE YOUR PERSONAL
INDENTIFICATION NUMBER (PIN)

When you register you will need:

1

2

3

e The System Phone Number (found on Page 1)
* Your Social Security Number (SSN)
A pen or pencil

. Call the System Phone Number, then presST#R KEY when the system asks for your
Personal Identification Number.

. PRESS 1when the System say$ress lif you're calling as a Substitute...”

. When the System asks for your Social Security Nungoger your SSN by pressing the



telephone keys.

If the System asks for your SSN again, re-entarifully. If the System continues to ask for
your SSN. Hang up and call the LMS SERVICE CENT&Rassistance ( see page 1).

4. The System asks you to record your name. Immediatelytaé tone, say your name clearly.
You have only a few seconds, so avoid pauses gttiibes. Wait for the System to play back
your recorded name.

If you like the recordinRESS 1
If you want to re-record your narRRESS 9

5. When the System tells you your PIN, write ithe space provided on PageHRESS 9to
review your PIN. When you are sure that your BIiNritten correctlyPRESS 1

6. The System says the phone number it will call to cogtact
If the number is CORRECPRESS 1
If the numbers is NOT CORRECT or is MISSING ,BHSS 9 and the system will allow you to
correct it. Call the LMS SERVICE CENTER as soonasfinish registering and have them
update your record.

NOTE: You may change the number the System calls to comtagtglled the Callback Phone
Number) as often as you wish in the future, but oni.t#4& SERVICE CENTER can change your
permanent Home Phone Number. If your phone number ever chzergesnently, inform the LMS
SERVICE CENTER immediately!

AFTER REGISTERING, YOU MAY REVIEW YOUR PIN OR CHANG E THE
RECORDING OF YOUR NAME

1. Follow steps 1 through 3 in the previous instanst as if you were registering as a new user.

2. PRESS 1to HEAR YOUR PINOR
PRESS 3to CHANGE THE RECORDING OF YOUR NAME.

3. If you select HEAR YOUR PIN, the System tells youryBIN. Write your PIN in the space
provided on page 1.

If you select CHANGE THE RECORDING OF YOUR NAMthe System asks you to record
your name. Immediately after the tone, say your ndgaely. You have only a few seconds,
so avoid pauses or long titles. Wait for the &ysto play back your recorded name.

If you like the recording, PRESS 1, andrtbes recording will be made available for

immediate us@R

If you want to re-record your nanRRESS 9



