SUBSTITUTE SUBFINDER INSTRUCTIONS
(Substitutes must be registered with the Shasta County Office of Education prior to receiving a PIN #)
Thank you for serving as a substitute for the Shasta Union High School District.  We have a system to help us fill our daily substitute positions.  The system is called SubFinder and is very similar to the systems you have already used when dealing with your bank, insurance company, airlines or other districts in the county.  SubFinder may call you each day to offer you job assignments.  Using your touch-tone phone key pad you can accept jobs that SubFinder offers you when it calls, as well as call in to SubFinder to hear jobs you may want to accept, change you telephone number, enter dates when you are unable to work, and much more.  

In addition to the telephone system, you can review all available jobs, accept jobs, and much more online using the internet link to SubFinder on our district website.  Using SubFinder on the internet allows you to perform the exact same functions available over the phone system at your convenience.

Included here is the process for registering you as an available substitute.  Once registered by phone, you will have access to SubFinder online to job search.

If you need your PIN number call Kat Wion at 241-3261.
Your USER NAME online: your last name in lower case letters

SubFinder online address:  www.suhsd.net – look under “quick links”

We recommend once registered by phone, go to Subfinder online and click on “Tutorial”.  This will walk you through the easy process to using Subfinder.

If you need help with registering, or have any questions, please call our front desk at 241-3261.

SUBSTITUTE REGISTRATION

1. Using a touch-tone phone, call SubFinder at : 877-483-7965.
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 the option to To Review Personal Information.  Pay particular attention to options 1 – To Review Your Phone Number and 3 – To Review the Days of the Week You are Available to Work.  If any of your personal information is incorrect, you may change it by following SubFinder’s instructions.

5. Congratulations, you are now registered!
