
 

MMEEMMOO    
TTOO::            CChhaarrggee  NNuurrsseess  
  

CCCC::                WWiillll  AArrlleeddggee,,  AAddmmiinniissttrraattoorr;;  JJeessssiiccaa  BBrroouussssaarrdd,,  LLCCSSWW//CCOOOO;;  CCoonnnniiee  
          AAmmyy,,  RRNN//DDOONN  
  

FFRROOMM::    KKaallii  BBaabbiinneeaauuxx,,  HHRR  CCoooorrddiinnaattoorr  
  

DDAATTEE::      1100//2222//22001188  
  

RREE::                SSuubbmmiissssiioonn  ooff  eemmppllooyyeeee  ccaallll  iinn  aanndd  aacccceessss  ttoo  eemmppllooyyeeee  pphhoonnee  lliisstt  
 
 

Employee call ins will no longer need to be completed and submitted to the DON on 
paper. The charge nurse will need to submit the call in electronically in the timeclock 
system. A log-in has been created for the charge nurse to use when documenting a call 
in. The instructions are attached. 
 
Also, the most updated list of employee phone numbers can be found on the charge 
nurse log in. The instructions are attached.  
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Charge Nurse: How to submit a call in.  

1. Use the ipad 

2. User ID is Chargenurse, password is 606Latiolais! 

3. Upon logging in, the screen below will appear.  

 
4. Add a call in by click on the “+” of the date which is the shift called in for. Ex. Jane called in at 11P on 
8/28 for the shift at 7A on 8/29. 8/29 is the date which the call in should be added to. 

5. Upon clicking the “+”, the box below will appear. Click on the drop down box next to “employee” and 
search for the employee by typing their name. Once their name appears, click on it so that it is added as 
the employee.  

6. Enter the details of the shift (date, start time and total hours of the shift) as well as the reason for the 
call in. See picture for an example.  

7. Click Save.  



Accessing Employee Phone Numbers: 

1. Log in as instructed above. 
2. Click on “Employee Status” and the list of phone numbers will appear as pictured below.  

 

 

 

  

 

 

 


