
 
FRONTLINE (Employee User Guide) 

 
 
Welcome to our new automated substitute calling program- Frontline!! Upon receiving your “Welcome 
Emails” and having successfully logged into the program, the following information will assist you with 
your new Frontline account: 
 
HOME 
 
This will be your “Dashboard” where you can create an absence, view scheduled absences, see past 
absences, and see if any absences are denied.  The calendar will give a quick view of this information, as 
well.  
 
1) Creating an absence:  

• The program is designed to default to a substitute being required for each absence. If your 
absence does not require a sub teacher, then you must indicate this when creating the 
absence. Otherwise, the system will begin calling available subs once the absence is 
created. 

• Direct Assignment of Subs: When creating an absence and you have already secured a 
substitute teacher who has agreed to the absence, you must directly assign them in the 
program by selecting the option “Create Absence & Assign Sub”.  

• You can attach files specific to the absence you are creating by attaching them on this 
page such as lesson plans, worksheets, specific instructions for that day, etc. Time for the 
absence is currently defaulted to the school’s operating hours.  

• Absence Approvals: The only absences that require pre-approval are those for personal 
days and for FMLA leave requests.  

 
NOTE:  Employee Leave balances are not uploaded in Frontline at this time. Employees must 
submit a request or a leave report form for each absence taken to your school designee. Please 
verify you have adequate leave to cover the requested absence. Otherwise, the leave will be 
recorded as a “non-paid day” with the necessary payroll deduction. 
  
ACCOUNT 
 
1) Verify your account settings by selecting the “Account” option. Here you can do the following items: 

• Verify your primary phone number (can be edited) 
• Email Address (can be edited) 
• Title, Address -Absence Start and End Times are defaulted to the school’s normal 

operating hours unless listed otherwise. (Edited at the admin level) 
2) Shared Attachments 

• You can upload Documents relative to your position/classroom. This information will be 
seen by ANY sub that accepts a job for you. Such items include-Class Schedules, Club 
Day Schedules, School Lunch Schedules, Class rules, office referral documents, etc. 

 



3) Preferred Substitutes 
• Here you can build your list of preferred substitutes by searching for them by name. The 

system will currently house up to five (5) preferred substitutes per teacher. The school  
can also build their list of preferred substitute teachers. When an absence is created in 
Frontline, the system will call your preferred teachers first for a percentage of time 
leading up to the absence. Then if the absence remains “unfilled” the system will call the 
school’s preferred list next.  

4) Excluded Substitutes 
• This feature allows you to add the names of a substitute teacher that you do not want to 

secure an absence for you. The substitutes DO NOT receive any notice of being placed 
on a teacher’s “excluded” list and will not receive any notifications of your absences 
created. 

FEEDBACK  
This feature is currently inactive. If this feature becomes active, substitutes can leave feedback for 
teachers of their experience AND teachers can leave feedback for subs based on the students and other 
teachers’ comments. Reports can then be generated by Campus Users for their location. 
 
Please note:  
Should the need arise to cancel an absence already created in the program, you can do this outside of the 
24-hour period prior to the absence start date/time. Otherwise, the cancelation must be coordinated 
through the school Campus Users. (i.e. School Secretaries, Principal, V. Principal) Substitute teachers 
must adhere to the same procedures when the need arises to cancel from an absence and are asked to give 
a reason of cancelation.  
PLEASE MAKE CERTAIN YOU HAVE CONTACTED THE SUBSTITUTE PERSONALLY IF YOU ARE 
MODIFYING/CANCELING YOUR ABSENCE. THIS IS JUST A COMMON COURTESY AS WE HAVE EXPRESSED 
THIS IN OUR SUBSTITUTE MEETINGS FOR THEM TO CONTACT YOU, AS WELL. 
 
FRONTLINE APP 
Each employee will receive an email invitation containing the 4-digit invitation code for initial in-app 
access. The App can be downloaded from your App Store and is called “Frontline Education”. You will 
then be prompted to enter your access code and will take you to the Sign in Screen to enter your Frontline 
Username and Password.   
 
 
PLEASE make certain all employee absences are being recorded in Frontline. As we merge to the next 
phase of the program, “Time and Attendance”, absences will be tracked and deducted from your available 
balance and substitutes worked will be paid from the program. We cannot merge to this next phase of the 
program unless all absences are being entered. Therefore, ALL absences are required to be entered in 
Frontline. 
  
As with any new program, there will be issues that arise. Within the Frontline program, there is a 
help link that is accessible via the “?” that you should see at the top of the screen. This will take you 
to the support library based on the employee, campus user, or substitute account. We appreciate 
your patience with the program start up and hope this will be an added benefit to our employees. 
 
         Sincerely, 
 
 
 
         Lee Parkison 
         Director of Schools 
 


