RPN Module 1 - Welcome to Canadian

Health Care Agency!

Weicome to
CANADIAN HEALTH CARE AGENCY

EXPERIENCE THE NORTH

Artwork from Sandy Lake First Nation, Ontario
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Overview of Primary RPN Orientation (20-25 hours)
* 3 days online classroom training (scheduled live)

* 1 Hour Required Pre-Reading per module
Evaluation:

* Case Scenarios

* Observed Demonstration

e Quizzes and Assignment(s)

Resources

*  Online Learning Management System with articles,
videos, and other resources and tools

Tips:
* Allow yourself enough time to complete readings/ self
directed learning modules

e Best not to schedule work immediately before or after
orientation sessions, or to work nights prior to online or
in-person sessions

* Don’t be afraid to ask questions!! o RGO et L L En L s

Nation, Ontario

Ontario Contract RPN Training Program o cca o202
(4
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* Founder of CHCA and
Chief Executive Officer

* Nurse Practitioner

* Involved in contracting
and scheduling

* Available to provide
some clinical support

* Carries on-call phone for
emergencies 24/7
(shared with Miriam)

sharon@chc-a.ca

Sharon Umana Sab
President and CEO o cuca w20
3
* Business Process
Improvement
* Team Member
engagement
* Business development
Giovanni@chc-a.ca
Giovanni Garay
General Manager o crcarmnann
4
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¢ All Human Resources concerns
e Recruitment and Retention

* Account Management for the
clients we serve

* Contract Bidding

* Quality Performance
Management

* |T Support

kathy@chc-a.ca

Kathy Himmelman Ext. 109
Director of Administration

© CHCA RPN 2022
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Valerie Rzepka, NP
valerie@chc-a.ca

Erika Liban, NP
Erika@chc-a.ca

Aric Rankin, NP
aric@chc-a.ca

Kate Auger, NP
Kate@chc-a.ca

* Nurse Practitioners each with 10+ years northern experience

* Delivery of orientation, continuing education and remedial support

Clinical Education Team © cHeaReN 2022
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* All government billing

* Preparation of Company
Financial Information

* Tax forms (T2200)

sandy@chc-a.ca

Sandy Baptie Ext. 103
Senior Bookkeeper

© CHCA RPN 2022
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* Ensures new nurses are ready
for rostering

* Monitors Nurses’ certificates
and documents for expiration
and renewal

* Arranges courses for
recertification

angeline@chc-a.ca

Angeline Goldsworthy  Ext. 107
Quality Assurance Coordinator

© CHCA RPN 2022
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Task Authorization
verification

Signs contracts with client
Secures nurses for
contracts

Gets quotes for travel
Carries on-call phone for

emergencies 24/7 (shared
with Sharon)

miriam@chc-a.ca
Ext. 110

© CHCA RPN 2022
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Confirms travel

Completes itineraries
Communicates with nurses
Confirms contract info

Additional travel support
(hotels/ taxis as needed)

Arranges travel for
Independent Communities

anita@chc-a.ca
Ext. 102

Travel Coordinator

© CHCA RPN 2022
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* Recruitment

* |Interviewing

* Scheduling Orientation
* WSIB (injury reporting)
* Group Benefits

* Health/ RRSP/ TFSA

* Employee Letters

katy@chc-a.ca

Katy Galloway Ext. 114
Human Resources/ Recruiting R it

11 0f 53
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* Timesheet Processing

* Payroll
¢ Reimbursements
* Client Invoices

jannette@chc-a.ca
Ext. 108

rafia@chc-a.ca
Ext. 106

Jannette Umana &

Rafia Zain Peracha
Accounting Coordinators e

12 of 53

Tasha Vengrzhanovski
\/ on maternity leave

12
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Trish@chc-a.ca

Trish Gaunt
General Office
Admin

* Reception front desk and phones ;
vonnie@chc-a.ca
* Receives timesheets, confirms their

completion, and any follow ups

* General Office Admin
Raquel@chc-a.ca

Ext: “07

Raguel Tavares
Office Administration

© CHCA RPN 2022
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Groceries:

* Bring the majority of your food with you for the duration of your
contract

* Fresh fruits, vegetables, meats and some dairy can be difficult to
obtain locally

* Milk, eggs and frozen goods generally easy to purchase locally.

* Non-perishables easier to purchase locally, but can be expensive.

* Bring your favourite items with you (coffee, sauces, ethnic foods,
treats etc.)

* Freeze whatever you can
(bread, meat, sauces)

* Pre-packed meals

* Spices and Seasonings

* Laundry Pods

e Reusable water bottle/ coffee
mug

How to pack for the north - Groceries © cHea ron 2022
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Other items to pack:

* Work clothes: comfortable, and work-appropriate (scrubs, jeans, etc)
* Indoor shoes for work

* Rubber boots for spring/fall, winter boots for winter

* Personal effects (toiletries, pyjamas, etc.)

* Winter gear — coat, hat, gloves, scarf, snow pants. (optional goggles)
* Summer — insect repellant

Provided:

* Apartments are fully furnished, including kitchenware, small
appliances, bedding, towels.

» Satellite TV, Wi-Fi available in residences

How to pack for the north - Otheritems  cc.cwnza

16 of 53
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CANADIAN HEALTH CARE AGENCY

EXPERIENCE THE NORTH
ORIENTATION CHECKLIST - AGENCY COMMUNITY HEALTH NURSE

Upon amival ino @ communty for the feat tme, It Is ©x5ecied Tt e agency nurse wil be provided wh & Cinic
oriortation, in orer 10 familarize Dhameshves Wi the day-1>-day Gperation and functon of e heat cente.  The NC

Agarcy Nersa. Communty. Oatar

7] e RN
Checkmark Orientation Topic! Area iniials | iniisls

Dwm»»:n«\, g Coleagues and cirk admin suppod stat (and MO

RCCOMMBOATIONS
Q

00 Ovmraticns Formansing of wieshone system or on-cat use (whare agpicatie)
Q) emergancy Teieghone tat

00 g warer (whore aspicavie)

p Sta¥ Lndy and claani equrment (Vacuu! Mog)

0 Gartage Oinporet

BASIC CLINIC TOUR AND LOGATION OF
Qewam roomsy
Qemargoncy Room
Ol votsny Gomsomicat Room
O pnarmacy
Qnconee
O ooy
Ol pasont st vinsivooms
O suscty st inverssey Reom
Orie room
Q) chartng Room
00 e Roo Pasent Lausdry

Artval

CONTROLLED SUBSTANGES
O marccsc Court sene ASAP upon vl
Qb ramsanzaton wen narcctic ocksveys

O Locaton of Nareotic Recers
O st sora 13 dmpars ow borm comrrty

465 Pinebush Rood, 4203, Cambridge, ON. NIT GAG; Tek S19-651-0065: Fax 1 8884392979

* Purpose: to help you become more
efficient and familiar with your workspace

Should take no more than 15 minutes to
complete.

Print this checklist, use to guide your
guestions in any new community.

The NIC (or NIC's delegate) is to provide
you with a brief, but comprehensive
orientation to the nursing station upon
your arrival and before you start seeing
patients.

This form is to ensure that you receive this
orientation, and that you are familiarized
with the Nursing Station function and
operations.

Health Gentre Orientation checklist

© CHCA RPN 2022
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CHCA'’s online scheduling
tool helps the Schedulers to
determine availability and
staffing levels.

You provide your
availability, or
unavailability, so that
contracts remain flexible,
while meeting staffing
needs.

Username and password
released once you are
formally rostered with
CHCA.

o

CANADIAN IIEAl'l AIIE }GENGY
/1:77

é‘/\/}ll éé'/t(‘é‘

Online Scheduling System

© CHCA RPN 2022

18 of 53

18

© CHCA 2022

Page 9



RPN Module 1 - Welcome to Canadian
Health Care Agency!

To log in to the new scheduling system:
* type https://chcaadmin.com/can20/Login.aspx to your internet browser.
* You will be prompted to the screen pictured below.

* Enter your username & password to sign into the scheduling system.
(Username and Password provided via email)

Sign In

Unat Nama

SrRssrnaann

SIGN IN

Pass Ptrase

0II|ille sclleullle . lll!lill allll SEIIIII © CHCA RPN 2022
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l:lllllllllﬂmlﬂlt AGENCY

o Test Emploves Awiabinny Regeesns 7

Main Menu

0“““3 scned“le - I.ﬂgin © CHCA RPN 2022

20 of 53
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system.

options.

* Please ensure all personal information is up to date in the new scheduling

* To update please select “Staff” then select “Add edit staff” from the list of

—_—

Wekome: Test Bmployes Avadabiiny Aequests: 7

0nline scned“le - satllll © CHCA RPN 2022
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Select “Contact” tab.

e Ensure we have your address, phone number, and email address listed correctly. Click
save/update contact when done.

cortact canficme comerurzas

Statt: Employes, Test

Jire Dite (MM/DEVYYYY farmat) *

Ervargancy Comtact

Erergercy Pamansms

Ervargancy Proce

[

If you wish to receive texts (SMS) from the system — ie: outstanding
urgent contracts, general notifications from the agency. Please make

sure you have a cellphone number is listed. PLEASE NOTE STANDARD
MESSAGING FEES APPLY. IF YOU WISH TO NOT RECEIVE TEXT
MESSAGES, CHECK OFF “DO NOT SEND TEXTS” BOX CIRCLED BELOW.

ﬂlllille scllellllle - salllll © CHCA RPN 2022
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Add Edit Staff Profile
cortact rfates Correrantes wowatemy o e ormas ey

Permasons

Update Password
The row PASSENG wil take ofTet On the raat S In
Currart: Pasawors

Now Pazsword

Fa-Lrter Poaswors

UPDATE PASSWORD

Changing your password:

* select “Permissions” tab.

* enter current password

* enter new password

* confirm/re-enter your new password and click “Update Password” to save.

*|F YOU NEED TO RESET PASSWORD AT THE TIME OF YOUR LOGIN, PLEASE CLICK ON
REQUEST NEW PASSWORD AND FOLLOW THE INSTRUCTIONS.

0nline scned“le - satllll © CHCA RPN 2022
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To submit your availability or unavailability:

¢ choose staff

* click availability from the drop-down
menu.

0“"“3 sched“le - A“a“all“llv © CHCA RPN 2022
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* Select start and end dates of your availability — including travel days
* Additional notes added in the notes box at the right side of the screen for any
preferences or travel requests.

7y

CANADIAN HEALTH CARE AGENCY

ahetve

Availability

R r
ey A N .

0nline scned“le = a“ailahilitv © CHCA RPN 2022
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¢ Select the status of your request
e “Available” for when available to work; and
e  “Vacation” for time off or not available to work.

PN i A

CANADIAN HEALTH CARE AGENCY

Availabitity

0“"“3 sched“le _ava“ahllltv © CHCA RPN 2022
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Your request has been saved — as per picture below

Availabisey

PP ot
Cates wrw rchawve

St Duts

End Date /

IMPORTANT NOTES:

* If you are submitting more than one block availability, please do them separately
(i.e. May 10- 17 and May 20-21).

* If you are submitting availability for more than one province, you need to submit
them separately and add comments in the notes for which province.

* IMPORTANT: any notes or requests (like flight notes, appointments or special
dates we should be aware of), please specify in the “Notes” section. This will
help us gauge your flexibility.

0nline scnedl“e = a\'ailanilitv © CHCA RPN 2022
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Once your request has been processed by the scheduler, you will
receive an email confirming we have received your availability/vacation
dates as picture below

Y E reage
e Canadan Meslth Care Agency

Dwe: 20050812 L A2 pre. (ONT- 500

Fons wed e o) ha) b preow gt and e sched de bay bewe wgviates

o Seas row sl Care Ngwe'y
o SIS S e 1)
Tod You | S08-% 2410 et

fae LB &AW 29

Fese by Y SO 33 e W ot LS P Lt WAt ) WD s ety v s St

0“"“3 scllellllle - cllllfll'mallllll © CHCA RPN 2022
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Schedule Request Calendar view
* once request is processed by the scheduler your calendar should be updated
to the picture below.

| S——

Cp—

- 0

Online Schedule - Calendar View © cHea ro 2022

29 of 53
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* Once we submit your name for a contract you will have visibility to the
community submitted and the status (there is a legend at the end of this
guide with the community short names used).

* Regular needs take approx. 3-5 business days to be confirmed.

* Your schedule will be adjusted once it is confirmed and you will also receive
an email confirmation from the system.

- - ‘0

Personal Schedule - Galendar View © cHoa roN 2022

300f53
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Below is what your schedule will look like once the contract
has been signed and confirmed, it will note the short form
for the community.

7

ot Gk

L -0

:
Personal Schedule —CalendarView oo

31

© CHCA RPN 2022
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Canadian Health Care Agency Ltd.

offers bi-weekly DIRECT DEPOSIT
of your earnings to any Canadian
chartered bank (CIBC,
Scotiabank, TD Canada Trust,
Royal Bank, Bank of Montreal
and Credit Unions).

Payday every 2" Friday.
Funds will then be available to

you at the banks’ opening on
each payday. You will receive an

electronic statement of earnings.

You are required to:
Provide a VOID cheque

Complete and sign a Direct
Deposit Request

¢ Complete and sign TD1 and
TD1ON forms and return to
Sandy.

KEEP
CALM

AND LET THE

PAYROLL TEAM

HANDLE IT!

© CHCA RPN 2022

33 of 53

33

Two tax forms need to

be completed:

- Federal

- Provincial (based on
your residence)

or

- Indigenous if
applicable.

Tax Forms

© CHCA RPN 2022
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Northern Tip:

“Competence is very task specific; one can be
very competent in some areas or for certgm Considerations for Agency-Contracted RPNs in Nursing Stations and Heath Centres with
tasks and totally incompetent for others " Treatment in Ontario Region

The Scope of Practice document is a Federal

document, which outlines the Professional The purpose of this document is to highlight some of the key points from College of Nurses of

Ontario and Indigenous Services Canada policy related to Registered Practical Nurse (RPN)

Scope of Practice of the RPN. scope of practice and how agency-contracted RPNs can be part of the team in Nursing Stations
and Health Centfes with Treatment. The target audience of this document are Nursing
Its very important you read this document so Managers (NM), Nurse in Charge NIC), Registered Nurses (RN), Nurse Practitioners (NP), as well
you fully understand the job description as Nursing Agencies (Agencies) and the contracted RPNs who will be fulfilling this role.
required for your role. While the College of Nurses of Ontario (CNO) authorizes nurses to perform a breadth of
activities, individual nurses have varied knowledge, skills, abilities and experience. It is
It can be challenging at times to practice within therefore critical for each nurses to review their competence related to activities that they are
your scope. considering. The four standard statements are:

1. Nurses must consider each situation to ine if the of the

When r circumstan rise that m
SR &7 AL (S ElS WIS (R promotes safe client care, and if it is appropriate for a nurse to perform the procedure.

draw you beyond your scope. The rule of thumb
in the north is:

~

. Nurses ensure that they have the appropriate authority before performing procedures.

w

. Nurses ensure that they are competent in both the cognitive and technical aspects of a

If you do not have the knowledge, skills and 3 )
procedure prior to performing it.

judgment to do the skill in question don’t do it.

Its important to remember competence is very
task specific; one can be very competent in
some areas or for certain tasks and totally
incompetent for others.

Scope of Practice © cHeareN 2022
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* Immunization (certification required). This may include routine immunization series as well as
influenza clinics;

*  Well Baby visits as per FNIHB-OR Policy: Monitoring Growth and Development in Children (must
complete training and must have a clear mechanism for referral in place [to RN, NP, MD or
community programs] if issues are identified);

¢ Prenatal classes;

* Dispense and provide education on harm reduction supplies including naloxone;

* Communicable Disease (CD) Management/Contact Tracing with support CD team/CHN;

e Chronic disease follow up, with care directed by the authorized provider. This may include health
teaching, diabetic foot exams, assistance with booking retinopathy screening, specimen collection,
support with using glucometer, teaching around insulin injection. Specific tasks depend on
community needs and the knowledge, skill and experience of the individual RPN;

* Working in collaboration with the NP in a chronic disease/health promotion and protection
program (e.g. chronic disease monitoring, cancer screening tracking and education);

* Suboxone/ Kadian/ TB Meds direct observed therapy (DOT);

e Could be certified to give Sublocade

e COVID-19: Education and follow up with stable clients (needs clear relationship with RN that can
take over if client decompensating); community wide education; working in COVID testing centre.

* School age education and wellness programs

e Elders visit’s with the Community Health Representative (CHR)

* health education on a wide variety of topics for stable clients

Scope of Practice - Examples SR

36 of 53

36
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Other activities that the RPN could participate in that would be helpful in making primary care and acute care

activities run smoothly include:

*  Wound care for stable clients (will need orders for packing/debriding and a clear referral plan in place should
client decompensate/become unstable)

*  Phlebotomy (with training/experience)

* Monitor stable clients awaiting medevac (i.e. shoulder dislocation with stable vitals; suicidal ideation in a patient
who will be voluntarily admitted). An RN must be immediately available to step in if client condition changes

*  Physician/NP clinic & processing of MD orders

*  Monitoring of MD/NP incoming faxes (or EMR messages in Moose Factory Zone) and streaming/executing orders
appropriately.

* Inventory Management including: counting inventory and completion of stores order for submission to NIC;
Pharmacy inventory and completion of order for submission to NIC; Narcotic Count; Vaccine inventory and
ordering; shelving supplies as they arrive; Filling PPE carts and completing PPE weekly inventory; set-up/stocking
of exam rooms

¢ Quality Assurance for POCT (e.g. hemocue, glucometer, istat with training)

¢ |Vstarts

¢ Monitor stable clients receiving infusions e.g. Iron transfusion, daily IV meds

¢ Clinical technician (do ECGs, vital signs, chronic labs etc.)

¢ Assist with charting/runner in code blue situation

¢ Inan emergency CPR & AED use are within the scope of an RPN

* Third on call/participation in an after hours emergency (RN retains primary management and accountability for
patients).

Scope of Practice - Examples © cHea ro 2022
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STANDING OFFER
Appendix “B"

Remember: ACKNOWLEDGEMENT OF CONFIDENTIALITY

The circle of care does not

1, the undersigned, agree that I will keep confidential all information relating 10 the affairs of the

include Police Officers or ;;E}:J;&Eﬁfiﬁ;‘f:ﬂiﬁmﬂfﬂ":ﬂ';q";'l";fﬁ’&‘im FIIHD of Heabt o,
other healthcare providers
who are not involved in the Canadion Heuth Care Ageney Lid. Cumiuidge, O
clinical care the patient.

Dated At _Cambridge, Ontario
A consent for release of
information form needs to SRR
be signed by the patient/ e o=
guardian in order to
disclose information to Witness
others. it e =

Confidentiality Form o cca o 202

38 of 53
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Northern Tip

Clinic Trucks are used to drive
to the airport, the Northern
Store, and for other clinic
related duties.

Authority to Drive Government Vehicles

LOCATION ENIHB Zones

I the soemall conduct of my dutbes 8 3 commundy health nurse, wher | 2 fequeed 10 use 3
Qoveenment velucks, time and usage & 10 be 0 accordance with the “Use, Safety and Parking
of Governmaent Vehidos™ deecive, s issued by e Zone. (See attached Divective - read
carehly)

Thes authorzaton covers the

peniod commencng and wil b vabd 2
100 25 | m employed with o Canadan Health Care Agency.

See my e for 3 copy of my curreet Driver's Licerss showing Sofs e pctre and the expry
date

TO MY KNOWLEDGE, THIS IS A VALID DRIVER'S LICENSE

Emgroyee's Sranse Dane

© CHCA RPN 2022
39 of 53
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What is Employment Equity?

* Aplanned approach that is designed to
create a workforce that is at all levels
representative of the diverse population it
serves.

The principle by which no one is denied
employment or advancement opportunities
for reasons unrelated to the job and is a
process that has evolved from over 30 years
of anti-discrimination programs in Canada.

There is evidence that certain groups have
been denied access to employment or
advancement opportunities because of race,
gender, and disability.

Four designated groups have been identified
1.Women

2.Aboriginal Peoples

3.Members of Visible Minorities and

4.Persons with Disabilities

Your demographic information will be
collected and used for the purpose of the
CHCA employment equity program.

Employmest Equity Self-Idestification Questioassire
KRevised: June 10, 2011

Employment Equity Self-Identification Questionnaire

Canadian Health Care Agency (CHC-A) believes that all employees should be treated fairly.
CHC-A's employment equity program aims to ensure that women, Aboriginal peoples, persons
with disabilities and visible are repi d at all levels of the organization and that
our hining and promotion practices are based on qualifications and ability.

One of the first steps in the employment equity process is the collection of information regarding
the Company's workforce through the administration of a questionnaire. The responses you
provide on this survey will be retamed for statistical purposes only and kept confidential. We
encourage you to review, update and comect information about yourself at any time. Your
mformation will not be used for unauthorized purposes.

Can be returned anonymously by mail, or left on
the reception desk addressed to Employment
Equity Coordinator.

Employment Equity Questionnaire

© CHCA RPN 2022
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General:

* The work cycle is bi-weekly and commences every second Sunday

* Completed and signed timesheets are due into the office by noon on Monday
immediately after the end of each work week.

* Include only one work cycle on each set of timesheets.

* Prepare one set of timesheets for each location worked during a work week.

* Record local times, using the 24 hour clock.

e Itis your responsibility to ensure that timesheets are authorized by the Nurse-In-
Charge or your Supervisor.

* If you were the Acting-NIC, then the Health Director must sign.

e SELF-ISOLATION TIMESHEETS: completed daily during the self-isolation period and
submitted weekly.

Timesheets © CHCA RPN 2022

41 of 53
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Nurse Naene [ Commesnity / Dates TAand PO #

Nurse Name - WHITEDOG - SEPTEMSBER 21-25/2020 ONTROORSSE 4500414808
Employee: NURSE NAME

Position: Community Health Nurse (CHN)

Location: WHITEDOG, ONT

Working period: SEPTEMBER 21-25/2020

TA n: ONTROO®WAY PO®: 4500414408

Hi{Nurse)

Please see attached your contract itinerary detads for Whitedog.

Upon arrival in Winnipeg, you will pick up the rental car and make your way 10 Kenora 1o the hotel

NOTE: | have booked a car for you, and you have accommaodations at the Comfort Inn Kenora (info on body of itinerary)
On Friday September 25, you depart for Winnipeg to make your 4:55pm flight home

Please report to the NIC upon your arrval to the community

Reeninder of time sheets, ensure you inchade the TAR and POR before submisting them on Meadays.

Mave a safe trip!

Remember to check In online to avoid delays. The links are https://checkin westjet.com  and hto//wwaaircanada.comven/travelinfoltravelier/checkin/

f you have any peroblems with your fights the emergency afterhours numbers for Corporate Traveller are 1-416-665-5158 and for CHCA 15 519-221-0959

Sample Contract Email © cHoa ron 2022
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Timesheets (Regular Hours)

© CHCA RPN 2022
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Record of call backs:

-Note the reason for call
back.

-Hours are noted in “real
time”

-Calculation of overtime
pay blocks is done by the
payroll department.

Timesheets
(Overtime Hours)

INSTRUCTIONS

Indigeacus e
Fax Number: 613952 4622

Oviginal Signed Recerd b be kegt by the Centractar,

Contract Nurse:

RECORD OF CALL BACK
2

Day Date
| s
w1

[ow
-
Tow
IC

Fr
Tou
Ic
o
IC
ou
T

Week Ending:

NIC Name:

*Complete ONE Record of Call Back PER Week (Sunday to Saturday)*

Time Weason foc alBack | 1O | WCNoma T peC

(prise) | initiats

TotalHours|

Sigaature: _

Pagelofl

© CHCA RPN 2022
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Agency Overtime Authorization

This supporting document is
required by ISC

When you are required to
work outside of clinic hours
but you are not on standby;
i.e. extended clinic at the
end of the regular day,
evening flu clinic or working
over the lunch period;

If a call back starts before
the start of your standby
shift or finishes after the end
of your standby shift;

When called in to the clinic

but not on standby; i.e.
called in as third etc.

&

Appendin F 1o Annex A - Ontario
OVERTIME AUTHORIZATION FORM

15
VIRST NATIONS AND ENUET HEALTH SRANCH

NAME OF THE CONTRACTOR) CHOA
NAME OF CONTRACT NURSY

REGION.

COMMUNITY LOCATION

REASONS FOR EXTRA DUTY

APPROXIMATE HOURS REQUESTED:

DATE

COMMENTS.

NIC APPROVAL
(PRINT NAMESIGNATURE)

INSTRUCTIONS:
NIC

Pagetefl

PO NUMBER

TA NUSIHER

Timesheets (Overtime Auth.)

© CHCA RPN 2022
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IMPORTANT:

Unsure whether the form is needed? Call the office and ask.

Outside office hours? Better to have the form done, even if it isn’t needed,
than not to have it done if needed.

Payroll calculation: if overtime authorization form is needed but wasn’t
submitted with your timesheets, CHCA is unable to pay the hours until the
form is received. Hours will be adjusted on a future pay.

HOWEVER: if the contract has been invoiced to ISC (i.e. final timesheets are
processed), CHCA is no longer able to pay those hours, as the invoice to ISC

is closed.

Submit this authorization form together with your weekly timesheets and

overtime record.

Timesheets (Overtime Auth.)

© CHCA RPN 2022
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If you have been been
referred by a colleague
please fill out your name
in the new nurse line and
indicate you referred
you.

If you will be working in
Ontario, the person who
referred you will be
given a referral bonus.

A great reason to refer
colleagues to CHCA.

E2

1
CANADAN HEALTH CARE AGENCY
DXFPERENCE THE NN

E THE N

NURSE REFERRAL FORM

Agency will pay 8 refermal Dones &
zy. Tho borws paymeet Wil e

1 cumant Agency Nursa who
0 BUcoesIhs

raade upor
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Shepell-fgi
—_—

work. health. life.

Employee and Family Assistance Programs

* An EFAP supports and assists employees and their
families in assessing and resolving work, health and life

issues.

* Complimentary to Employees and their Family members,
EFAPs provide accessible, confidential and immediate
support for a range of health and wellness issues.

Employee and Family ASSiStance Program - o ...

48
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Shepell-fgi

——

work. health. life.

"
ir'{’ “v-
B A
N
[ ]

oy 1
@ =
o/

ARTICLES & MOBILE

MY SERVICES RESOURCES PROGRAMS g

® 3

O E % .
ASSESSME  CHATNOW il

Call (Noth />
America) for immediate "

Professional Counseling
Family Support

Financial Support

Health Coaching

Legal Support
Naturopathic Services
Nutrition Support

Fitness support

Stress coach connects
Separation and divorce
Smoking cessation
Financial Planning services
Enhancing your relationships

o -
Employee and Family Assistance Program oo.:«:
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Desjardins
Insurance
LIFE » HEALTH » RETIREMENT

Life Insurance and Accidental Death and
Dismemberment

Long Term Disability
Extended Health benefits
*  Drugs (approx 80%)
* Eye glasses and vision care
*  Orthotics and Orthopedic Shoes/ braces
*  Compression stockings

* Health Professionals (massage, chiro, physio etc.)

$500 / year
* Semi-private hospital coverage

Dental care benefit

Travel Medical — for pleasure travel (vacations)

m Claim 360°
Desjardins

© CHCA RPN 2022
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Desjardins
Insurance

LIFE » HEALTH = RETIREMENT
To Qualify:

* Nurse must be employed and regularly working for a minimum 3 month
period prior to eligibility.

* Must maintain a minimum 1350 work hours (including overtime) within a
calendar year to be eligible.

* Current approximate costs:
* Family coverage $260/mo
 Single coverage $150/mo.

* Note: Nurse pays 50% of the cost of the total premium, except LTD which
Nurse pays full cost of premium.

*  Why? In the event there is a need to collect from LTD, it would then be
considered non-taxable income.

© CHCA RPN 2022
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e |
Sun Life

Registered Retirement Savings Plan (RRSP) and

Tax-Free Savings Account

* Upon completion and payment of first contract — eligible to apply upon second
contract.

e CHCA will contribute 25% of the employee’s contribution to a maximum of
$3000 per calendar year.

e Can be divided between RRSP and TFSA

Sun Life
mvsullllfe.ca © CHCA RPN 2022
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