· 
For upcoming absences it is your responsibility to: 


Notify the main office 


Log your absence in the Employee Absence book


State REASON for absence as well as funding information, 


if applicable, and sub preference





If you don’t realize you will be out until the day of your 


absence, it is your responsibility to:


	


Call the SubFinder at 877-528-7378


Enter PIN number 8741#


To record absence press 3 then enter employee number then follow prompts


Notify the main office of your absence by 7:00 AM 	


Notify the main office by 2:00 PM as to whether or not you will return the next work day.  If we do not hear from you we will automatically hold over the sub for the next day.  (Refer to UTLA contract, Art. XII, par. 6 Notification Requirement)





How to Register your Employee # with SubFinder System





All teachers must be registered on the SubFinder system


Call 877-528-7378 


Enter your employee number then follow prompts 
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