Health Care Support Worker (HCSW) Employee Orientation Letter            
Long-Term Care
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To:  
Welcome to (site) as part of the Long-term Care Services.  We are delighted that you are joining us as a Health Care Support Worker.  Your role is critical in meeting the resident care needs and improving their quality of life.

The information, required training and site orientation outlined in this letter introduces you to Long-term Care and the care facility, to ensure that you are aware of the specific job requirements and expectations.
If you have any questions about your orientation, please contact myself or the CNL by e-mail.  Welcome to the Team!

Sincerely,

Manager name

Manager, Long Term Care
Phone Number: 

Email: 

CNL Name
Clinical Nurse Leader
Phone: 
Email: 
Staffing Services

Please go to the Staff Scheduling Intranet page (link below) for all matters related to staffing, corresponding forms, and how to make sure staffing knows your availability and contact information.

https://intranet.viha.ca/EMPLOYEES/SELFSERVICE/Pages/default.aspx
	Staffing Office 
	Phone
	Email
	Hours

	Short Call
	Geo staffing office
	
	

	Advanced Booking 

(For shifts > 14 days)
	Geo staffing office
	
	


Please ensure that you have at least two methods of communication for shift callouts via the Automated Shift Callout (ASC) system found in your Employee Self Service (ESS) portal.
ESS link on the Intranet:

https://intranet.viha.ca/employees/Pages/default.aspx 

MySchedule link on the Intranet:

https://connect.islandhealth.ca/myschedule/SitePages/Welcome.aspx 
Miscellaneous 
1. Please ensure you are aware of where the disaster binder and bag is stored and what your role is in a disaster at the site.  

2. Be aware of your evacuation route and assembly areas at (site).
3. Please familiarize yourself with fire protocols and where all the alarm, hose, and foam tanks are at the site.

4. Please ensure you have a name tag and your Island Health ID.  You can obtain your ID tag online through https://intranet.viha.ca/departments/secsys/Pages/photo_id.aspx 

5. Please ensure you are either immunized (flu) or if not you wear a mask when at work between December 1 through to March 1.  make sure you have self-reported obtaining the flu shot every year to: Staff Scheduling - Information and Request Portal 
6. Please make sure you check your VIHA e-mail weekly for communications.

7. https://intranet.viha.ca/admin_resources/new_employees/Pages/default.aspx is the site on the intranet with expanded information for new employees.

8. Please ensure you have completed your new employees health assessment and attended the immunization clinic before your first day on site: https://intranet.viha.ca/safety/Documents/employee-immunization-clinic-schedule.pdf
9. If you have any signs or symptoms of COVID-19 please call the COVID Call Centre: 1-833-737-9377 to book an appointment to get a sample collected for testing.

a. Call staffing to book off sick for up to 48 hrs after your appointment or longer, as you cannot report to work until your test results come back and you test negative.

b. Call your Manager to let them know that you have called in sick and have booked a test.

	LTC site address 
	

	Site Entrance Location 
	

	Parking Information 
	

	Main Phone Number 
	

	Miscellaneous 
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