ABSENCE REPORTING PROCEDURE
All absences should be reported using the Sub Finder Automated System

The “ABSENCE REPORT / REQUEST FOR LEAVE” NCR form (available in supervisor’s office) should be completed and submitted to your supervisor's office within 5 days after your absence.

Please Report Your Absence As Early As Possible

SUB FINDER  INSTRUCTIONS:

REGISTER YOUR ACCOUNT (Only need to do this once)
Call the Sub Finder Automated system at 1-866-936-7939 to register your account.

All staff must register ASAP. You will recieve your Pin # from your supervisor

1. Using a touch-tone phone, call SubFinder at 1-866-936-7939

2. SubFinder will identify itself and ask you to enter your PIN (Personal Identification Number) followed by the # key. Enter your PIN using the touch pad of your telephone.

3. Once you have entered your PIN and pressed the # key, SubFinder will acknowledge that this is the first time you have called and ask you to voice your name. Please say your first and last name clearly, as you want it to be heard by other people using the system. When you are done speaking, press the # key. After pressing the # key, SubFinder will play your recorded name back to you for verification. If it is correct, press 1. If you want to re-record your name, press 2

and repeat this step again.
4. Once you have recorded your name and accepted it, SubFinder will play your Main Menu. Please choose option 4 - To Review Personal Information. If any of the information is incorrect, contact your SubFinder Operator at 716-376-8439.  For further information, please refer to your Employee Reference Card.

LOGGING AN ABSENCE

To log an absence, the following methods may be used – using the website or the automated phone system is the preferred manner.  Your absence should be reported to Sub Finder at least an hour before your start time except in the case of an emergency.                
1. 
Go to www.caboces.subfinderonline.com login and create the absence on the website – will need you PIN number
2.
Call 1-866-936-7939 and use the automated phone system – You will need your PIN number
3. 
Call the local number 716-376-8439 and leave a message
 
Report any difficulties with Sub Serivce to your supervisor. 
The local number will be manned from 6am -8am each morning.  For absences after the cut off specified by your supervior, you must call your supervisor. 
Preference Lists and Excluded lists may be submitted to your Supervisor for approval and then the Supervisor will submit to the Main Operator
