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IF YOU NEED HELP WITH THIS, CALL ELLEN 513-1220
1. Call the ADS Phone Number:





532-8955
2. Enter your Employee Number, followed by the # key.

3. When prompted for your PIN number, enter your Employee Number again.  Then press the # key.

4. Your name has to be recorded. Speak your name after the tone, followed by the # key. Then press 1 to accept it.
5. Press 5 on the main menu, wait for the prompt, then press 1.

6. Enter your new PIN number, followed by the # key. Then press 1 to accept it. The PIN number must be a minimum of 4 digits. Write this number down. It will be your permanent PIN number.   

7. Press * then 1 to exit the ADS system.
Welcome to ADS!
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You are now ready to log an absence.

Follow the instructions in the leaflet provided.
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ABSENCE CODES - Teachers
	Number
	Description

	1
	Sick Leave

	2
	Family Medical Leave

	3
	Compassionate Critical Illness

	4
	Compassionate Leave – Death

	5
	Leave With Pay

	6
	Leave With Cost of Sub

	7
	Leave With No Pay

	8
	Paternity/Adoption Leave

	9
	Professional Development

	10
	Convocation

	11
	Write Examinations

	12
	Jury Duty

	13
	Local Meeting

	14
	Extra Curricular


SUBJECT CODES

LEVEL CODES

	#
	Description
	
	#
	Description

	1
	Elementary
	
	1
	Early Childhood Services

	2
	English
	
	2
	Primary 1 – 3

	3
	Social Studies
	
	3
	Elementary 4 – 6

	4
	Science
	
	4
	Junior High 7 – 9

	5
	Mathematics
	
	5
	Senior High 9 - 12

	6
	English Language Arts
	
	
	

	7
	Physical Education
	
	
	

	8
	Biology
	
	
	

	9
	Chemistry
	
	
	

	10
	Physics
	
	
	

	11
	Health
	
	
	

	12
	Kindergarten
	
	
	

	13
	Music
	
	
	

	14
	Religious Studies
	
	
	

	16
	French Immersion
	
	
	

	17
	French Language Arts
	
	
	

	18
	French as a Second Language
	
	
	

	20
	Construction
	
	
	

	21
	Mechanics and Fabrication
	
	
	

	22
	Foods and Fashion
	
	
	

	23
	Cosmetology
	
	
	

	24
	Communications and Technology
	
	
	

	26
	Drama
	
	
	

	27
	Career and Life Management
	
	
	

	29
	Band
	
	
	

	30
	Spanish
	
	
	

	31
	Knowledge and Employability
	
	
	

	33
	Counseling
	
	
	

	34
	Art
	
	
	

	35
	Business Administration
	
	
	

	36
	Computer
	
	
	

	37
	Financial Management
	
	
	

	38
	French
	
	
	

	39
	Junior Kindergarten
	
	
	

	40
	Life Skills
	
	
	

	41
	Outdoor Experience
	
	
	

	42
	Photography
	
	
	

	43
	Practical Arts/Shop
	
	
	

	45
	Junior High Options
	
	
	


LOCATIONS

	#
	Description

	1
	Kateri Mission Catholic School

	3
	St. Patrick Catholic School

	4
	Holy Cross Catholic School

	6
	St. Clement Catholic School

	7
	St. Gerard Catholic School

	8
	St. Joseph Catholic High School

	11
	St. Mary Catholic School, Beaverlodge

	12
	St. Mary’s Catholic School, Sexsmith

	13
	Mother Teresa Catholic School

	14 
	St. John Bosco 




 Grande Prairie and District Catholic Schools

TEACHERS
  ADS PHONE NUMBER:
(780) 532-8955
EMPLOYEE #_______

  EMERGENCY LINE:         (780) 513-1220, Ext. 0
 PIN #          _______

EMPLOYEE QUICK REFERENCE

ADS will dispatch at the following times:

Monday to Friday
6:30 am   -  7:45 am

6:30 pm
- 8:00 pm

Saturdays & Sundays
No Dispatches

Holidays
6:30 pm
-   8:00  pm

ProD
6:30 pm
-   8:00  pm

  FYI

· All codes entered must be followed by pressing the # 

· Dates must be entered as YYYYMMDD

· Time must be entered as HHMM using the 24 hour clock

· Exit back to the Main Menu by pressing * then 1

· Increase the volume of ADS by pressing # and 3
· Decrease the volume of ADS by pressing # and 2
  QUICK ABSENCE ENTRY: 

1. Call the ADS system phone number, enter your employee number and PIN # followed by the #, press 1 for the Absence Logging option then press 1 to Log an Absence.

2. Enter your Absence Reason Code followed by the #.

3. The ADS system speaks your absence reason. To accept absence reason press 1, to re-enter the reason press 2, or to replay the reason press 3.

4. For a single day absence press 1, for a range of days press 2.

5. Enter the starting day you are absent as YYMMDD followed by the # key.

6. The ADS system speaks the dates absent. If the dates entered are correct press 1, to re-enter the dates press 2 or to replay the dates press 3.

7. The ADS system will now speak your absence information (schedule).  

Press 1 if the schedule is correct and skip to step 8.

Press 2 to change the daily working times.

Enter the hours you will be absent: Press 1 for a full day, 2 for specific hours or 3 if you will not be absent.

 Press 3 to replay the schedule.

8. Press 1 if you require a replacement during your absence. 

Press 2 if you do not require a replacement. Skip to step 13.

9. Press 1 to request a particular employee or press 2 if you do no have a request. 

Press 1 to request by employee name, press 2 to request by employee number, or press the # key to continue to the next step.

10. Press 1 if the replacement is needed for entire absence, then skip to step 11. Press 2 if the replacement is only required for part of the absence. 
Enter the hours the replacement is needed for. Press 1 for a full day, 2 for specific hours, 3 if a replacement is not required.
11. Enter the Subject Code followed by the # key. Enter the Level Code followed by the # key.

Press 1 to enter another Subject and Level or press 2 to continue to next step.

· 2

12. Press 1 to leave a message for the replacement. Press 2 to skip this option.

13. Press 1 to finalize your absence or to cancel your absence press 2. Make a note of your ADS Absence ID number.

To listen to your absence ID again press 1, to hang up press 2, to return to the main menu press 3.

IMPORTANT – Wait for the ADS system to speak your Job number. You need this to Inquire or Cancel  your absence.

ABSENCE LOGGING PARAMETERS

· Absences can be logged 24 hours a day, 7 days a week.

· Absences must be cancelled at least 24 hours prior to the assignment start time.

· In the future, schools will receive an email each morning listing all absent and dispatched employees.

DISPATCHING PARAMETERS

· Absences are dispatched Monday to Friday at 6:30 am to 7:45 am and at 6:30 pm to 8:00 pm.

· When ADS is dispatching, if there is no answer at the sub Teacherss regular phone number, ADS will call the backup phone number (if it has been provided) every half hour and once in the morning before moving on to the next  sub Teacher. 

· Dispatched employees will be notified of cancelled assignments during either the evening or morning call out times.
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inquire on an absence

14. Call the ADS system phone number, enter your employee number and PIN followed by the # and press 2 to Inquire on aAn Absence.

15. Press 1 and enter your Job # followed by the #.

16. Press 1 to listen to the details of the absence. Press 4 to find out who your replacement is.

 CANCEL an absence

NOTE: You can ONLY cancel an absence that has not begun.

1. Call the ADS system phone number, enter your employee number and PIN followed by the # and press 4 to Cancel an Absence.

2. Press 1 and enter your ADS Job # followed by the #.

3. Press 4 to cancel the absence.

4. Press 1 to complete the process.

general employee options

changE your pin #

17. Call the ADS system phone number, enter your employee number and PIN # followed by # and press 5, then 1.

18. Enter your new PIN # followed by the #. It must be a minimum of 4 digits.

changE your PHONE NUMBER

1.
Call the ADS system phone number, enter your employee number and PIN # followed by # and press 5 then 2.

2.
Press 2 to enter your backup phone number followed by the #. 


(Enter your area code if the number is a long distance number.)

re-record your voice

19. Call the ADS system phone number, enter your employee number and PIN # followed by # and press 5 then 3.

20. Speak your full name followed by the #. 















