Submitting a Call List Request Form
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Purpose of the Form Cuerronding car, Shecys”

This form is used by employees to communicate their preference for calls shifts after the schedule has
been posted. This form is used in two instances:

1. To beremoved from all future calls

-OR-

2. To be added back on a call list for future calls
For individual days and blocks of time when you do not wish to be called, please submit a “Request
Change Availability” in Employee Self-Service.

Submitting the Call List Request

From the KGH intranet page go to “Departments”
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. Choose People Services Centre from the drop down menu.
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Click the Call Request Form on the left of the screen.

People Services Centre
Scheduling & Staffing
Welcome to the People Services Centre located on Armstrong 0. We are here to provide greater support for employees and leaders

» Collective Agreements at KGH by offering consistent and improved services from one team in one location. You can visit the centre if you have questions

» Employee Self-Serve about your schedules, vacation or pay, or if you need to make name, telephone or address changes, or to obtain letters of

» S5TC Job Aids employment verification. Please see the side bar on the left or below for all services offered.

» SSTC Project Page

¥ Scheduling Timelines For all general inquiries call x7777 or email peopleservicescentre@kgh.kari.net

» Time Off Requests - CUPE Please note: When calling or emailing the PSC, a ticket will be created to address your inguiry. The PSC will strive fo respond to you
¥ Time Off Requests - ONA inquiry w
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Submitting a Call List Request Form

Kingston
General
Hospital

Outstanding care, always™
Staff Scheduling & Time Capture

48 Complete the sections in the Employee Information section. Type your name in the Employee
Signature box. Once completed, click the Send to PS Forms button.
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Employee Information

Employees Mame:

Employes Mumber:

Department:

Click the box that corresponds
with your request

e me for all future calls. | will not be called for available shifts until | submit ancther request.

e back on the call list for all future calls. | will be called for available shifts once request processed.

fays and blocks of time when you do not wish fo be called, please submit a “Request Change Click the
ittt mployee Self-Service. Please select “unavailable” for the dates in which you do nof want to be button
caﬂed hﬁp Sntranet kgh.on.ca/defaultnc. aspx 7page=1&Doc Id=57043&Doc. [dType=document when

| E complete

| Empioyee Signature Dafe

Send to PS Forms

on the line.

)
. Once you click the Send to PS Forms button, a dialog box will open. Choose the appropriate
email submission method. Then, click Continue. Send the email to complete your request.
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