
   
 

 
 

 

 
 

Automated Dispatch System:   604-532-1454 
 
 

EMERGENCY / HELP LINE:   604-532-1400–…when 

recording starts press 1 then 210. 

 

 

 

 

 

»DUE TO CHANGES IN LEAVE FORMS:  THE ONLY 

ABSENCES YOU ARE ABLE TO LOG ON THE PHONE ARE: 

 
ILLNESS  “401” &  MEDICAL/DENTAL 

APPOINTMENTS “402” 
 

 

 
 
**LEAVE FORMS for all other absences are no 
longer    filled out separately.  Instead, they are 
filled out ON LINE as you enter your absence. 
 
 

 

 

 

 

 

 

EMPLOYEE #_______________ PIN #_______________ 

 

 

ABSENCE ENTRY:                          Menu Option  
1  
 

1. Call the ADS system phone number, enter your 
employee number, followed by the #.  Enter you PIN 

followed by the , press  for the Absence Logging 

option then press  to LOG AN ABSENCE.  

 

2. Enter your ABSENCE REASON CODE (on following page), 

followed by . 

 

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

  
4. The ADS system will now speak your normal schedule 

for the day of your absence.  

5. The location code for your assignment will 
state the code for the DISTRICT, not your 
actual school.  Press 1 to confirm schedule is 

correct and skip to step 5. 

Press 2 to change the daily working times, remember 
to use the 24-hour clock: 3-11 pm is 15:00-23:00. 

Enter the hours you will be absent:  Press 1 for a full 
shift, 2 for specific hours. 

 

6. Press 1 if you require a replacement during your 
absence.  Press 2  if you do not require a replacement, 
skip to step 8. 

 

7. Press 1 if the replacement is needed for the entire 
absence, then skip to step 8.  Press 2 if the 
replacement is only required for part of the absence. 

Enter the hours the replacement is needed.  Press 1 
for a full shift, 2  for specific hours, 3  if a replacement 
is not required.. 

Press 1 to retrieve 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 Absence ID number.  This is your confirmation #. 
IF YOU HANG UP, THE SYSTEM ‘ASSUMES’ YOU 
HAVE CHANGED YOUR MIND and CANCELS the 
REQUEST. (If this occurs, simply start again.   

 

 
INQUIRE on an ABSENCE       Menu Option 2  

 

 
1. Call the ADS system phone number, enter your 

employee number, followed by the #.  Enter your PIN 
followed by the #, and press 2 to INQUIRE ON AN 
ABSENCE never a dispatch. 

2. Press 1 and enter your Absence ID # followed by  
the #. 

3. Press 1 to listen to the details of the absence. Press 4 
to find out the name of your replacement. 

 

 

CANCEL AN ABSENCE                  Menu Option 4 

 

NOTE:  You can ONLY cancel an absence that has not 
already 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 the ADS Absence ID # followed by  
the #. 

3. Press 4 to cancel the absence. 

4. Press 1 to complete the process. 

 

 

 

 

 

 

 

 

 

 

                                                cont’d 

 

Automated Dispatch 

Absence Logging by  
 

  Phone 
 

     CUPE 1851 
         STAFF 
 

Brief On-Line 
instructions included 

 

  

 



 

GENERAL EMPLOYEE OPTIONS   

Menu Option 5 

CHANGE YOUR PIN                                       Press 1 

 

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

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

3. Press * then 1 to return to the main menu. 

 

CHANGE YOUR PHONE NUMBER              Press 2 

 

1. Call the ADS system phone number, enter your 

employee # and PIN followed by  and press  then 2. 

 

2, Press 2 to enter your 2nd phone number followed by . 

 

 

CHANGE YOUR NAME                                  Press 3 

 

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

 

2. Speak your full name followed by #. 

 

3. Press * then 1 to return to the main menu 

ABSENCE-LOGGING PARAMETERS 

 
 Absences can be logged 24 hours a day, 7 days a   

week. 

 The longest absence that can be logged, is for 20 
days. 

 Absences must be cancelled at least 8 hours before 
the assignment starts. 

 Be sure to notify your school, of your 
absence. 

 

 

DISPATCHING PARAMETERS 

 
 Absences for the current day will be dispatched   

between 9:30 am – 12:30 pm, by the ADS, Monday 
through Friday.  Emergency current-day absences will 
be dispatched starting at 6:00 am, manually. 

 

 When ADS is dispatching, and there is no answer at 
the casual’s regular phone number, ADS will call the  

 
backup phone number, if it has been provided, before 
moving to the next casual in the rotation.  If the 
casual’s phone number is busy, ADS will move to the 
next casual in the rotation.  

 

 Dispatched employees will be notified of cancelled 
assignments during normal call-out times. 

 

------------------------------------------------------------------------ 

  

 Automated Dispatching WEB 

 

STAFF ADMINISTRATION ON LINE: 
 
While the ADS phone line is still available, we 
strongly urge you to try logging your absences 
on the Automated Dispatching Web (ADW).  
Being able to see what you are entering can be 
very helpful. 

 

Go to www.sd35.bc.ca 
1. Click on the STAFF tab along the top of the 

page: in drop-down menu-click on:  
STAFF ADMINISTRATION.  

 

2. Enter your USERNAME & PASSWORD: 
Your Username is your Employee #.  
This will never change.      

 
(If you haven’t already changed your password) 

 
 

Go to www.sd35.bc.ca  - Go to STAFF 
In column on left side, go to Change Password: 
 

Your default password is as follows: 

First 2 letters of first name   
  First 4 numbers of employee number  $ $ 
 

 

 
Change password: 
 

Sign in with your  Username, which is your  
Employee number, this will never change. 
 
Type in default  password, as above, 
once there, type in default password as being 
the old password…under: 
 
 

Change my Password:  Below are instructions 

from the website: 
 

Password length must be minimum of 8 characters 

and must contain any 3 of these 4 patterns:  

-uppercase    - lowercase letters 

-numbers 

-one of these special characters ($, !, *). 

For example: Turtle23, pr!nce55  

You may not change your password to  

the last password used and your password 

may not contain your first or last name. 

 
Old Password  

 
New Password  

 
Confirm New Password  

 

  
Next, click on MY ABSENCES, in the drop-
down menu and log an absence 

 
 

 

For more extensive instructions for entering 
your absence ON LINE, please see separate 

brochure: CUPE 1851 SUPPORT STAFF ON 

LINE AUTOMATED DISPATCHING WEB  (ADW) 
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