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*Note: make certain that you use the correct Subject Codes 
so that the system will match your Preferences with the 
appropriate jobs available. In an emergency situation, you 
may also be contacted for other jobs as well. 

 

Preferences that you want 
teachers and dispatchers 
or secretaries to see. 
Include areas of the city as 
well as Subject Codes *. 

Update your email 
address and phone 
number. 

Check if you are NOT available to 
work, for an extended period of 
time. You Must enter Return date. 

Check any day/s of the 
week you are NOT 
available to work. 

When ALL information is 
correct, click “UPDATE 
CHANGES” button and 
wait for confirmation. 

Notes that you 
want to leave for 
the sub office. 
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