
remove the date range.  You will then be eligible to receive job offers from SubFinder, as well
as review available jobs through the phone or on the WebConnect from a link on our main web
page at http://www.clayton.k12.ga.us.

Q: IF I REJECT A JOB FOR A PARTICULAR DAY, WILL SUBFINDER QUIT CALLING ME FOR
THAT DAY?

A: No.  SubFinder may still call you for other jobs if you meet the criteria.  The only restriction for
rejecting jobs is in the morning calling period.  If you reject 3 jobs during the morning calling
period, the system will not call back for the remainder of that calling period.

Q: IF I REJECT OR CANCEL JOBS, WILL I BE AUTOMATICALLY REMOVED FROM THE
SUBSTITUTE LIST?

A: No.  You will not be automatically removed for rejecting or canceling jobs.

Q: DO I NEED TO REMEMBER MY JOB NUMBER?

A: Yes.  The job number is your confirmation that SubFinder has registered your acceptance of the
job.  You will also need this number if you need to cancel the job.

Q: WILL I HAVE THE SAME JOB NUMBER FOR ALL MY JOBS?

A: No.  Every new job you accept will have a different job number.

Q: CAN I CANCEL A PREVIOUSLY ACCEPTED JOB IN THE EVENT OF AN EMERGENCY?

A: Yes.  From the Main Menu, choose option #3 - To Cancel a Job.  After entering the job number,
SubFinder will play the job information for you and then give you the option of canceling the job.
If you try to cancel a job after the Substitute Cancel Deadline, you will be instructed to call the
administrator and will given the appropriate number to call.

Q: WHAT IS MY SUBSTITUTE CANCEL DEADLINE?

A: You can cancel the assignment up to one hour before the job begins.  If it is the same day of
the assignment, you also need to call the school to make them aware the job is no longer filled.

Q: WILL I EVER BE OFFERED JOBS IN POSITION AREAS THAT I DID NOT REQUEST?

A: Maybe.  You may be called for jobs outside your stated position area(s) if a special request for
you has been made.

Clayton County
Public Schools
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FAQ’S

SubFinder

CALL IN-LINE  678-479-2637
HELP DESK 678-479-2651

ACCESS WEBCONNECT AT http://www.clayton.k12.ga.us

Telephone Shortcuts:
Pressing 9 will take you back to the previous menu.

Pressing * will allow you to move to the next item when listening to a list of items, such as



A: Yes, an employee can request you for the assignment.  The employee must have your
SubFinder-assigned ID number in order to do this.  They should be able to obtain this number
from their school office.  The office personnel can prearrange you into an assignment.

Q: WHAT IF THE DAYS I AM AVAILABLE TO WORK CHANGE FROM WEEK TO WEEK?

A: You can change this information yourself, using your touch-tone phone.  From the Main Menu,
choose option #5 – To Review Personal Information and then choose option #3 - To Review the
Days of the Week You Can Work.  Follow the instructions given by the narrator and/or your
reference card to change your available days. This can also be accomplished on the Internet
using WebConnect.

Q: CAN I CALL SUBFINDER AND “SHOP” FOR JOBS?

A: Yes, select option 2 to review available jobs.  Follow the prompts to select an assignment.  You
can also review available jobs on the WebConnect from a link on our main web page at
http://www.clayton.k12.ga.us.

Q: WHEN I CALL IN TO REVIEW AVAILABLE JOBS, WILL I BE GIVEN A LIST OF JOBS FROM
WHICH TO CHOOSE?

A: No.  You will hear one job at a time and will be able to accept the job, listen to the job again, or
listen to the next job.  If you accept the job, you may still review jobs for other dates, if there are
any available at that time.

Q: WHAT IS THE DIFFERENCE BETWEEN MARKING MYSELF ‘UNAVAILABLE’ AND
MARKING MYSELF WITH A ‘DO NOT DISTURB’?

A: Marking yourself as ‘Unavailable’ means that you can not work for that time period.  It does not
mean that you don’t want SubFinder to call you with offers for future jobs.  For example: If you
say that you are unavailable on Monday, SubFinder will not offer you a job for Monday but it
may call you Monday evening to offer you future jobs.

When you create a “Do Not Disturb’, you are telling SubFinder that you do not want to receive
any calls during that time period.  You are not telling SubFinder that you can’t work.  For
example: If you ask not to be disturbed on Monday, SubFinder will not call you on Monday.  But,
it could call you Sunday night and offer you a job for Monday.

If you are not available to work and you do not want to receive any calls, you must add both
items to the specified time period.  After adding an Unavailable Date Range, SubFinder will ask
you if you still want to receive calls during the period.  Indicating that you do not will also place
a Do Not Disturb on your account for the same period.

Q: IF I ENTER AN UNAVAILABLE DATE RANGE (FOR EXAMPLE, FOR A VACATION) AND
RETURN EARLY, CAN I BEGIN TO PICK UP JOBS EARLY?

A: Yes.  You must call SubFinder, choose option #5 - To Review Personal Information, choose
option #4 - For the Date Range Menu, choose option #3 - To Review a Date Range, and then

jobs.

You can call SubFinder to review current assignments, review available jobs, cancel a job,
and review personal information.

Remember, SubFinder only works from touch-tone telephones!

WHEN ACCEPTING A JOB, ALWAYS WAIT FOR THE JOB NUMBER BEFORE DISCONNECTING OR
YOUR JOB ACCEPTANCE MAY NOT BE RECORDED.

Q: DO I HAVE TO HAVE TOUCH-TONE SERVICE TO USE SUBFINDER?

A: No, but you do need a telephone that is tone/pulse switchable.

Q: DO I HAVE TO CALL IN AND REGISTER WITH SUBFINDER BEFORE I CAN RECEIVE JOB
OFFERS?

A: Yes.  You will not receive any job offers until you have registered!

Q: DO I HAVE TO REGISTER EVERY TIME I CALL IN?

A: No.  You only have to register once.

Q: WHAT HAPPENS IF SUBFINDER CALLS ME AND GETS MY ANSWERING MACHINE?

A: Your answering machine will record some portion of SubFinder’s greeting and narration asking
for your PIN – Personal Identification Number.   SubFinder will realize that the phone was
answered, but will not leave any information regarding the job.  SubFinder may call back later
and offer you the job again or, you may want to call in and see if anything is available.

Q: WHAT IF SOMEONE IN MY FAMILY ANSWERS THE PHONE AND IT’S SUBFINDER
CALLING?

A: You have two choices:  1) If you are not home, you can teach family members how to accept
jobs for you.  If you choose to do this, please make sure they realize how important it is to tell
you about the job after they accept it!  2) If you are home, have the person who answered the
phone put the receiver down and call you.  Substitute Finder will ask for your PIN several times,
waiting approximately 30 seconds between each request, so you will have time to get to the
phone before the call is terminated.

Q: CAN AN EMPLOYEE ASSIGN ME TO, OR REQUEST ME FOR, HIS/HER ABSENCE?


