
 

Wolf Creek Sub Application Instructions 

Thank you for your interest in applying to           

become a substitute teacher with Wolf Creek 

Public Schools.  The following instructions 

should guide you through the process of      

submitting your application through a service 

available on our Wolf Creek Public Schools 

website.  If you have trouble at any point in 

this process please send an email to                 

subsupport@wolfcreek.ab.ca and you 

will  receive a return support email as soon as        

possible.   Alternatively, you can also call our 

Division office People Services department to 

request assistance. 
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From a computer, smart phone, or other      

device which supports a web browser such as 

Google Chrome, Microsoft Internet Explorer, or 

Apple’s Safari (all pictured to the left), please 

type : 

www.wolfcreek.ab.ca/

applytosub 

into the web browser’s URL window (address 

bar).  

This will take you to our Wolf Creek Public 

Schools Substitute Application page where you 

will complete the remainder of the online por-

tions of the application process.  

Substitute Teacher Application 

Google Chrome Microsoft Internet Explorer 

Example:  Apple’s Safari Browser.  

Shown here on an iPhone.  

http://www.wolfcreek.ab.ca/applytosub
http://www.wolfcreek.ab.ca/applytosub
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Step 2: Creating an Account 

A. Once you have arrived at the application 

page, please read through the process 

carefully. One you have finished reading 

these details, please fill in the form on 

the bottom of the page and then click 

the “Get Started” button. 

 

 

 

 

 

 

 

B. Once you have created an account within 

our  system, you should be immediately tak-

en to a screen which looks like the one 

shown to the right of this text. 

Please click the link that says “Fill out the 

substitute teaching application and profile” 

NOTE:  Please pay particular attention to the 

accuracy of  your contact  information as we 

will require this information to be accurate in 

order to contact you.  

Details such as your subbing availability or 

the school preferences you wish to substi-

tute teach at can always be edited at a later 

date should the need arise.   
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C. Filling in Your Substituting Profile 

for Approval  

Please fill this form in completely as 

many fields are required (you won’t be 

able to submit the application profile 

unless all fields are filled in).  

Please remember that this is an          

application profile ONLY. Our People        

Services Department will contact you as 

to the status of your application within 

a reasonable period of time to indicate 

your have been approved for substitute 

teaching in Wolf Creek. 

 

All of the information in this             

application profile can be changed at a 

later date (pending your application is         

approved by our People Services        

Department.)  

 

 

 

If you have a Smart Phone or cell phone 

capable of receiving text messages, one 

of the most immediate ways of        

receiving information or updates about 

subbing opportunities is through text 

message notifications.  

IMPORTANT: 

Please make sure that you click the 

SUBMIT button on the bottom left up-

on completion of filling in your Applica-

tion Profile. Your information will not 

be stored, and therefore cannot be 

approved, if you do not press SUBMIT. 

  

If you want to be notified by text 

message, don’t forget to indicate 

your Cell Phone Carrier 

You can select AM or PM  

for each day of the week. 

We need to know this information 

to help match you to subject 

specialties and for payroll. 

You can select all schools or only certain 

schools from the list. 
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G: Next Steps  

Once you have clicked SUBMIT, you 

should see a confirmation message 

appear at the top of the page 

thanking you for submitting our 

application profile.  Your application 

is now in a PENDING STATUS. 

 

REMEMBER: Please sign out of our 

system using the sign out button.  

 

Someone from our People Services          

Department will review your 

application and contact you in 

regards to your application as soon 

as possible.  

 

Other Information Required: 

In addition to the information          

included in the online application 

profile Wolf Creek Public Schools 

will also require: 

¶ a recent Criminal Records Check 

¶ a recent Child Intervention 

Check 

¶ SIN number 

¶ a voided check for direct         

deposit.  

Check Your Email: 

A member of our People Services               

Department will contact you and 

advise you on the remaining 

requirements to become an eligible 

substitute teacher for Wolf Creek 

Public Schools.  

Contact Information For People Services: 

Ponoka Direct: 403.783.3473 

Red Deer Direct: 403.341.4153 

Fax: 403.783.3483 

Email: jobs@wolfcreek.ab.ca 
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WOLF CREEK SUB HUB  -  Instructions to Accept Substitute Teaching Opportunities 

 
To access the Wolf Creek “Sub Hub” please go online to:   http://www.wolfcreek.ab.ca/substitute.php 

We recommend you make this website a favorite or bookmark it for future reference in your browser. 

Sign In 

To sign in to accept postings, please 

visit the Sub Hub at the address 

shown above, then click the link that 

says “Click here to sign in to your 

account” 

Enter your credentials that you used to 

set up your substitute account when you 

applied for substitute teaching. 

        Next, Click the “Sign in” button. 

Enter the email address and password 

you used to create the account you used 

to submit your Subbing Application 

Profile.   

2. Once you have signed in you 

will see a menu like this one. 

You can:  

¶ review sub positions;  

¶ modify your sub profile from 

this menu  
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4. Should your plans change, you can 

also cancel your acceptance of a sub 

position from the same menu.  

 

IMPORTANT:  

If you do cancel your acceptance of a sub 

position, please do so in a manner which  

allows sufficient time for the position to be 

filled by an alternate substitute teacher.  

Last minute cancellations should be done 

online, then followed by a phone call to the 

school. 

3. Clicking the Sub Position link will allow 

you to review all available sub positions 

in Wolf Creek. You can:   

¶ visit the schools website from this 

menu to find out about the school; 

¶ Accept the position.  

You will receive a confirmation email for 

the positions you choose to accept.  

These may include additional infor-

mation  provided by the teacher about 

the substitute teaching assignment.  


