Request and Claim a Substitutes
Objective

This SOP outlines the steps to request a substitute instructor and claim a substitute
request within the scheduling system.

Key Steps

Step 1: Log In and Access Calendar 0:01
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e Loginto the scheduling system.
e Navigate to the calendar view.

Step 2: Select Class for Substitution 0:12
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e Find the class you need a substitute for on the calendar.
e Click onthe class to open the overview page.
Step 3: Request a Substitute 0:23
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e Clickthe 'Request a Sub' button on the overview page.
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e Choose to send the request to pre-qualified instructors.

Step 4: Send Request 0:37
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e Click'Send Requests' to alert the group of instructors.
¢ Note: You will only see requests relevant to your skill set.

Step 5: Cancel Request (if needed) 1:26
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+ Ifyou need to cancel the request, click the 'Cancel Request' button.
Step 6: View Open Requests 2:00
r &)
eae 8 ¥ admin X (@ Lockett Books Bookkeeping X Squarespace Help Center x [ Navigating the Instructor Calen: X+ ~
d « C @ 08 i I =sc stitutions w L e @/’ Q@ O =
4% Most Visited & lol ® PwpPush [[J Advance | Trello [ Green Day Radio .. 0= TIPP: DBT Skills, W. B rorgiveness Series . [JymMcA [JMBA [JEightFoot Thinking @ ChatGPT | [ Books [ Website Tools [ Clients Change Logo on a S... > [ Other Bookmarks
A famityerorics
0 Member App Substitutes
Schedule
|
N Open Requests

Substitutions
"

Name Date & Time Instructor Branches Location Capacity Status

5 Tue Nov 11th 9:00 i <
Just a Practice Class i Charles Deitz Eugene Y Don Stathos Campus 10 Unclaimed

L3 Thu N th 1 .
Boot Camp pmu oy 201200 Kayla Mathers Eugene Y North Studio 30 Unclaimed

o Navigate to the 'Substitutions' tab to see all open requests.

Step 7: Claim a Substitute Request 2:10
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e Clickonanopenrequesttoclaim it.
e This will send an alert to the original requester for approval.
Step 8: Check Claims 2:46
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To view classes you have claimed, click on 'Claims by Me".
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Step 9: Cancel Your Own Request 3:01
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e Ifyou decide you no longer need a substitute, go back and cancel your request.
Step 10: Approval Process 3:28
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e Remember that all requests must go through an approval process by Cam or Kayla.
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Cautionary Notes

e Ensureyou are sending requests only to instructors qualified for the specific class
type.

e Requests will not be automatically approved; they require approval from designated
personnel.

Tips for Efficiency

e Familiarize yourself with the instructors in your pre-qualified group to streamline the
claiming process.

e Regularly check the 'Substitutions' tab to stay updated on open requests.
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