
 

Substitute Requests during BRIDGE 
Certificated Staff Instructions 

 
 

FOR ALL ABSENCES (IN-PERSON) 
 

If you are teaching any cohorts on-campus and require a substitute, follow pre-COVID 
substitute procedures and secure your substitute in Frontline. 

 
FOR ALL ABSENCES (BRIDGE) 

 
If you are teaching BRIDGE and require a substitute, follow the procedures below and 
secure a substitute beginning on the first day of your absence.  

 
 
 

STEP 1: Change the name of your Zoom meeting(s) by following these steps: 
1. Log into your Zoom account. 
2. Click on “meetings” on the left side bar. 
3. Hover over the meeting name that you want to change. 
4. Click on the “edit” button that appears on the right side of the screen. 
5. In the “topic” area enter the new name for your meeting, or add to the name. 

Example- “P1 Landry History” Instead of just P1 or P1 History.  Make your title 
unique by adding your last name so your substitute will be able to locate it easily. 

 
6. Scroll down and click “Save.” 
7. You will then be taken to the next screen where you will see your new meeting 

name at the top. 
 
STEP 2: In your Zoom account, add all five of the the generic substitute gmail addresses 

below for your school site as an “alternate host” to your scheduled zoom 
meeting(s) using the edit zoom meeting page.  Example below: 

 

CHS CMS SSES VES 

CHSsub1@coronadousd.org CMSsub1@coronadousd.org SSESsub1@coronadousd.org VESsub1@coronadousd.org 

CHSsub2@coronadousd.org CMSsub2@coronadousd.org SSESsub2@coronadousd.org VESsub2@coronadousd.org 

CHSsub3@coronadousd.org CMSsub3@coronadousd.org SSESsub3@coronadousd.org VESsub3@coronadousd.org 

CHSsub4@coronadousd.org CMSsub4@coronadousd.org SSESsub4@coronadousd.org VESsub4@coronadousd.org 

CHSsub5@coronadousd.org CMSsub5@coronadousd.org SSESsub5@coronadousd.org VESsub5@coronadousd.org 

 



          See November 3, 2020 email from
Armando Farias, Director of Human Resources 
           for links to the shared google sheet. 






