
SUBFINDER 
MOST FREQUENT MISTAKES  

 
1. When entering a specific date, the year is entered.   
 

Example:  SubFinder asks for the first date of the absence, the employee enters 
10/10/11.  SubFinder will then indicate that the date was incorrectly entered.  The 
employee has entered too much information.  When entering a date always use 
the MM/DD format.  Example:  10/10 with no year. 

 
2. When entering a half-day assignment, particularly an assignment for the 

afternoon, the wrong time is entered as the beginning time.   
 

Example 1 via the phone:  The employee is going to be out in the afternoon and 
the afternoon begins at 11:30.  When entering the date, the employee enters 
1130 correctly but when SubFinder asks to press 1 for AM, or press 2 for PM, the 
employee incorrectly presses 2 (for PM).  Yes the job is in your afternoon, but it 
begins in the am. 
 
Example 2 via the web: The employee is going to be out in the afternoon.  The 
absence begins at 11:30 am, but when it is entered it is entered 11:30 a.m. 
SubFinder will reject this entry.  The employee will know that they put in am not 
pm and will not know what the problem could be.  Again am is correct, but a.m. is 
incorrect.  Do not put punctuation in the am or pm when entering times in the 
web module of SubFinder. 
 

3. Employees can no longer pre-arrange substitutes to fill positions but 
substitutes can be requested.  Employees will then talk to a substitute 
about filling the position and if there is a problem getting the substitute’s 
name or request number, the employee will just tell the substitute to show 
up anyway. 

 
Substitutes are not to just “show up” for work.  He/She must have a job number 
before reporting to work.  If a substitute has indicated that he/she is available to 
work, he/she makes sure the SubFinder reflects this availability.  Employees 
have entered jobs and been unable to request the specific substitute, told the sub 
to just “show up” and then another sub is dispatched.  The sub with the job 
number is the one who stays at the job.  The one without the job number goes 
home. 
 

4. Waiting until the last moment to call in an absence.   
 

Many employees do not want to call in their non-emergency absences until the 
night before or even morning of.  Personal Business, Vacation, School Business 
(ESP) and Staff Development need to be called in as soon as known.  Many 
employees do not like to call in advance, the sooner the absence is known the 

  



  

better chance we have to fill with a sub of your choice.  Also, if the employee 
knows in the middle of the night that they are ill and unable to work the next day, 
call the absence in then.  SubFinder begins at 5:00 am and will have greater 
success the sooner it has the job.  Remember that you must report your absence 
a minimum of 1 hour before your start time (contractual).  Many times an 
employee will speak to a substitute during the day to see if they are available for 
a future date and then wait until less than 12 hours before the job to call the 
absence in.  Many times the substitute may not be home to take the SubFinder 
call or may have already taken another job.  If an employee has spoken to a 
substitute about a position, that job needs to be called in immediately.    
 

5. Leaving special instructions to a specific substitute. 
 

Special instructions are meant to give a substitute a general idea of lesson plan 
placement, special events or even clothing requirements.  Never leave 
instructions for a specific sub.  If that sub does not take the job, every other sub 
that hears this job will hear the instructions and many will not take the job.  Also, 
do not leave instruction to the sub office about which sub you do not want in the 
classroom.  The sub office does not hear or monitor these instructions.   

 
6. Calling a sub to come in for you but not calling the SubFinder. 

 
There are times when an emergency comes up and an unexpected school 
business day must be taken or another absence reason that you do not have 
access to enter on your own.  If this happens, do not just call a sub to come in. 
Call SubFinder and enter as an illness day so the day is recorded. You can 
request any substitute you would like at that point.  Then either call the Sub 
Office at 248-489-3560 or email me: 
shelley.reynolds@farmington.k12.mi.us and let me know what happened 
and I will be happy to assist you in changing the absence code. 
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