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INTRODUCTION:
EMPOWERING
EDUCATION
THROUGH
EFFICIENT
SUBSTITUTE
MANAGEMENT

In the dynamic world of
education, maintaining
continuity in the
classroom is
paramount. When a
regular teacher is
absent, the
responsibility of
ensuring students
continue to learn and
thrive falls on
substitute teachers.
For school districts,
managing a large pool

of substitutes,
matching them to
assignments, and
handling administrative
tasks can be a
logistical challenge.
This is where a robust,
automated system
becomes invaluable.
For the districts served
by Tompkins-Seneca-
Tioga Board of
Cooperative
Educational Services,
that system is the Tst
Boces Subfinder. The
Tst Boces Subfinder is
more than just a digital
bulletin board for job
postings. It is a
comprehensive, online
platform designed to
streamline the process
of finding, hiring, and
managing substitute
personnel. Whether
you are a certified


https://old.setefer.com/

teacher looking for
daily work, a retired
educator re-entering
the workforce, or a
school administrator
needing to fill a last-
minute vacancy,
understanding the
capabilities of the Tst
Boces Subfinder is
essential. This article
will provide a detailed
exploration of the
platform, from its core
functionality to
advanced tips for
maximizing its
potential, all while
highlighting why it has
become a cornerstone
of operational
efficiency within the
TST BOCES region.

WHAT IS TST
BOCES AND WHY
DO THEY USE
SUBFINDER?

Before diving into the
specifics of the
Subfinder platform, it is
helpful to understand

the organization
behind it. Tompkins-
Seneca-Tioga BOCES,
commonly known as
Tst Boces, is a public
educational
cooperative that
provides shared
services to multiple
school districts in the
Finger Lakes region of
New York. By pooling
resources and
expertise, TST BOCES
helps member districts
reduce costs and
improve educational
outcomes. One of the
critical services they
offer is substitute
management.
Managing substitutes
independently across
several districts
creates redundancy
and inefficiency. By
centralizing the
process through the
Tst Boces Subfinder,
the cooperative can
standardize hiring
practices, manage
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payroll more
effectively, and provide
a single, user-friendly
interface for both
substitutes and
administrators. The
system acts as a
central nervous
system, connecting the
demand for absent
teachers with the
supply of available
substitutes, ensuring
that classrooms are
covered efficiently and
professionally.

UNDERSTANDING
THE CORE
FUNCTIONALITY OF
THE TST BOCES
SUBFINDER

The Tst Boces
Subfinder operates on
a platform that is
intuitive yet powerful.
At its core, the system
functions as an
automated job
matching and
notification service.

How the
Automate
d
Assignme
nt
Process
Works

The process begins
when a school district
employee logs an
absence into the
system. This can be a
planned absence for
professional
development or an
unplanned absence
due to illness. Once the
absence is entered, the
Tst Boces Subfinder
immediately goes to
work. It scans its
database of approved



substitutes, cross-
referencing their
qualifications,
preferred grade levels,
subject areas, and
availability.

Notificati
on and
Job
Acceptan
ce

Substitutes with
matching profiles
receive notifications
via email, text
message, or a mobile
app alert. The
notification details the
job: school, teacher,
grade, subject, time,
and duration.
Substitutes can then
accept the job directly
from the notification or
by logging into their

Subfinder account. The
system operates on a
first-come, first-served
basis for most
assignments, though
administrators can
designate specific
substitutes for certain
roles.

The Real-
Time
Dashboar
d

For administrators, the
Tst Boces Subfinder
provides a real-time
dashboard that shows
the status of all
absences within their
district. They can see
which positions are
filled, which are still
open, and which
substitutes have
accepted jobs. This
level of transparency is
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crucial for making
informed decisions,
especially when
dealing with hard-to-fill
positions like special
education or high
school science.

KEY FEATURES OF
THE TST BOCES
SUBFINDER
PLATFORM

The Tst Boces
Subfinder is packed
with features designed
to simplify the lives of
everyone involved in
the substitute
Mmanagement process.

e User-Friendly
Interface: The
platform is
designed with a
clean, intuitive
layout.
Substitutes can
easily view
available jobs,
update their
availability, and
manage their

schedules.
Administrators
can generate
reports and
manage
absences with
just a few clicks.
Customizable
Preferences:
Substitutes have
a high degree of
control over their
job preferences.
They can specify
which schools
they want to
work at, which
grade levels they
prefer, what
subjects they are
comfortable
teaching, and
their maximum
travel distance.
Comprehensive
Reporting: The
system
generates
detailed reports
on substitute
usage, including
fill rates, costs,



and individual
performance.
This data helps
districts identify
trends and
improve their
substitute
recruitment
strategies.
Secure and
Compliant: The
Tst Boces
Subfinder is
designed with
security in mind.
It handles
sensitive
personal
information in
compliance with
data protection
regulations,
ensuring that
personal
identification and
payroll
information are
kept safe.
Seamless
Payroll
Integration:
Once a substitute

completes an
assignment, the
hours are
automatically
logged. This data
is then
seamlessly
integrated into
the BOCES
payroll system,
reducing
paperwork and
ensuring
substitutes are
paid accurately
and on time.

BENEFITS FOR
SUBSTITUTE
TEACHERS USING
THE TST BOCES
SUBFINDER

For the substitutes
themselves, the
Subfinder platform
offers a range of
benefits that make it a
preferred tool for
managing their
professional lives.
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Greater
Flexibility
and
Control

One of the biggest
draws for substitute
teachers is the
flexibility to choose
when and where they
work. The Tst Boces
Subfinder puts that
control directly in their
hands. Substitutes can
set their availability for
days, weeks, or
months in advance.
They can choose to
pick up a job the day
before or even early in
the morning for same-
day assignments. This
level of autonomy is
difficult to achieve
through traditional
phone-based systems.

Increased
Earning
Potential

Because the system
notifies substitutes
immediately, they have
the opportunity to
secure high-demand
assignments quickly.
Substitutes who are
proactive and have
their preferences set
correctly often find
themselves with a full
schedule. Additionally,
the ability to see future
absences (if the district
chooses to post them
early) allows for
advanced planning,
maximizing a
substitute’s earning
potential.



Simplified

Admin

ative
Tasks

The Tst Boces
Subfinder eliminates
the need for paper
timesheets. Substitutes
can log in and out of
assignments using a
simple code or through
a mobile app. This
digital record-keeping
is not only more
efficient but also
reduces errors.
Furthermore, the
platform provides a
clear history of all
completed
assignments, making it
easy to track hours and
manage personal
records.

SCHOOLS AND
ADMINISTRATORS

!%rHan administrative

perspective, the Tst
Boces Subfinder is a
powerful tool for
improving school
operations and
reducing stress.

Improved
Fill Rates
and
Classroo
m
Coverage

The primary goal of
any substitute system
is to fill classrooms
with qualified
professionals. The
speed and efficiency of
the Subfinder
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algorithm lead to
higher fill rates. When
a position is filled
quickly, the school
avoids scrambling for
last-minute solutions,
and students
experience less
disruption to their
learning.

Reduced
Administr
ative
Burden

Before automated
systems, secretaries
and administrative
assistants would spend
hours on the phone
calling down a list of
substitutes to find
coverage for a single
teacher. The Tst Boces
Subfinder eliminates
this tedious process. It
automates the calls,

texts, and emails,
freeing up valuable
administrative time to
focus on other critical
tasks, such as student
support and curriculum
development.

Data-
Driven
Decision
Making

The platform provides
administrators with
rich data. They can see
which substitutes are
most reliable, which
schools have the
hardest time filling
positions, and what
times of year are most
challenging for
substitute coverage.
This data empowers
districts to create
targeted recruitment
campaigns, develop




HOWITOpGETams,
and make strategic
adjustments to their
substitute
management policies.

Enhanced
Communi
cation

The Tst Boces
Subfinder often
includes built-in
communication tools.
Administrators can
send messages to the
entire substitute pool
or to specific groups.
This facilitates quick
dissemination of
important information,
such as school
closures, schedule
changes, or
professional
development
opportunities.

STARTED WITH
THE TST BOCES
SUBFINDER

Becoming a part of the
Tst Boces Subfinder
network is a
straightforward
process, but it does
require several steps
to ensure a good fit for
both the substitute and
the schools.

Registrati
on and
Applicatio
n

The first step is to visit
the official TST BOCES
website and locate the
human resources or
substitute services
section. There, you will
find the application for
becoming a substitute.
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This process typically
involves submitting a
formal application,
providing proof of
certification or a
qualifying degree, and
undergoing a
background check.

Orientatio
n and
Training

Once an application is
conditionally approved,
candidates are usually
required to attend an
orientation session.
This session covers the
policies and
procedures of the
schools, the code of
conduct, classroom
management
strategies, and, of
course, a detailed
tutorial on how to use
the Tst Boces
Subfinder platform.
This training is

invaluable for ensuring
a smooth start.

Setting
Up Your
Subfinder
Profile

After successful
completion of
orientation, you will
receive your login
credentials. At this
point, you should
personalize your
profile. This is the most
crucial step. Spend
time accurately setting
your:

e Availability:
Which days of
the week and
time frames can
you work?

* Preferences:
Which schools
and grade levels
do you prefer?
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e Availability
Calendar: Block
out dates you are
unavailable for
vacation or other
commitments.

 Skills and
Certifications:
List any special
skills such as
special education
experience,
bilingual abilities,
or specific
subject matter
expertise.

TIPS FOR
MAXIMIZING YOUR
EXPERIENCE WITH
THE TST BOCES
SUBFINDER

Whether you are a
seasoned substitute or
just starting, here are
some actionable tips to
help you get the most
out of the Tst Boces
Subfinder.

1. Keep Your
Profile Current:

Ensure your
contact
information,
especially your
phone number
for text alerts, is
always up to
date. Update
your availability
calendar
regularly to avoid
being offered
jobs you cannot
take.

. Be Responsive:

Jobs fill up fast.
When you
receive a
notification,
decide quickly. If
you hesitate too
long, another
substitute will
likely take the
position.

. Build a

Reputation:
Teachers and
administrators
often have the
ability to provide
feedback on
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substitutes
within the
system. If you do
a great job, you
are more likely to
be favored for
future
assignments.

. Customize Your
Notifications:
The system
allows you to
choose how you
receive
notifications
(text, email, or
app push).
Customize this to
your preference
SO you never
miss an
opportunity.

. Explore the
Mobile App:
The Tst Boces
Subfinder app
allows you to
manage your
jobs on the go.
You can accept
assignments,
view your

schedule, and
even navigate to
the school
directly from the

app.

COMMON ISSUES
AND
TROUBLESHOOTIN
G

Like any technology,
users may occasionally
face challenges with
the Tst Boces
Subfinder. Here are
some common issues
and how to address
them.

Not
Receiving
Notificati
ons

If you are not getting
job alerts, first check
your device's
notification settings for



the app. Also, verify
your email address and
phone number in your
Subfinder profile. If
those are correct, log
out and log back in, or
contact the TST BOCES
help desk, as there
may be a system-wide
issue.

Difficulty

.0gging
n

Password issues are
common. Use the
"Forgot Password"
feature on the login
page. If that fails,
contact the TST BOCES
support team. Ensure
you are using the
correct URL for the
Subfinder portal, as
different BOCES
regions may have
different login pages.
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Job
Appears,
Then
Disappea
rs

If a job you were
considering
disappears, it simply
means another
substitute accepted it
before you. This is
normal for high-
demand positions. Be
faster next time, or try
adjusting your
preferences to consider
a wider range of
assignments.

Payment
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