
























To: All Agency Staff (CNAs and LPNs) 

It is a requirement that you log into the Desktop Computers (behind the 

Nurses Station) each week, on your first shift. You will use your DHS User 

ID and password to log into these computers. You were issued your User 

ID and changed your password, at the time you took your I.T. Security 

Test. Please remember to log off, after you have completed your task. You 

have to keep your DHS Account active and if you do not log in as needed, 

you will be inactivated and will not be able to access the system. In order to 

get you set back up, it requires more paperwork to be completed and 

turned in and puts more work on our computer staff. It is also a requirement 

of DHS that you change your password every so often and by logging into 

the Desktop Computers, you will prompted to do this.  

You do not need a DHS User ID to log onto the Kiosk. The purpose of the 

Kiosk is for Matrix only. You are only required to use your pin number for 

the Kiosk. Your pin number should be a set of numbers you set up yourself 

or it is the last 4 digits of your social security number. 

If you are having difficulty signing-in, please contact the Staffing Office 

immediately so that we can try to resolve your issue. If 7p or weekend shift, 

you will need to notify an RN Supervisor and they can assist you.  

By signing the attached signature sheet, you are acknowledging that you 

have read and understand this In-Service. 

Thank you, 

Staffing Office  

03/18/2015 



 
CALL IN POLICY/PROCEDURE FOR  

ALL NURSING STAFF (RN, LPN, C.N.A) 
 

DHS POLICY 1084.3.2 COMPLIANCE- (Employee must comply 

with workplace policies, rules and all job related standards, standard 

practices, and requirements including without limitation laws, including 

traffic laws, rules, regulations, judicial and administration decisions, agency 

interpretations and all reasonable work related instructions)  

1084.3.4 RESPONSIBILITY & DEPENDABILITY (This 

category includes, without limitation behavior traits such as reliable and 

timely attendance, willingness when necessary to perform tasks that would 

not ordinarily by the employees responsibility, follow through and timely 

completion of assigned tasks).  

 

Therefore, if you are calling in, you MUST PERSONALLY call in 

ONE HOUR before the beginning of your assigned shift. YOU 
CANNOT LEAVE A MESSAGE ON THE MACHINE 
 

 

If you work the 7A-7P rotation-- You MUST call in at 0530am or before. Call the 

switchboard operator 860-0500 and they will put you through to the staffing office or 

the 11-7 RN on duty.  You must speak to the staffing person or the RN.  You 

MUST leave a return phone number so you can be reached if needed. You 

CANNOT leave a message on the phone. 

 

If you work the 7P-7A rotation — You MUST call in at 1730 or before. Call the 

switchboard operator 860-0500 and they will put you through to the staffing office or 

the 3-11 RN on duty. You must speak to the staffing person or the RN.  You 

MUST leave a return phone number so you can be reached if needed. You 

CANNOT leave a message on the phone. 

  

THE NURSING SERVICE DEPT WILL FAX A CALL IN SLIP TO YOUR UNIT 

SUPERVISOR NOTIFYING THEM OF YOUR CALL IN.  

 

***Switchboard Operator-860-0500 they will put you through to the 

staffing office or the RN on duty. 

 

IF AN EMPLOYEE CALLS IN ON THE WEEKEND (FRIDAY, 

SATURDAY, SUNDAY)OR HOLIDAY: A DOCTORS STATEMENT 
WILL BE REQUIRED FOR THE DATE CALLED IN, EVEN IF IT 

REQUIRES GOING TO THE EMERGENCY ROOM.  FAILURE TO 
PROVIDE THE STATEMENT ON THE FIRST DAY BACK TO WORK 

WILL RESULT IN LWOP AND DISCIPLINARY ACTION.   

 

Date:______________ 
 

Signature:________________________________ 
 
Print name:________________________________ 
 
 
Revised September 2011 




