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| Care Center's Employee of the Month for November. According to her
" supervisor and co-workers, Sandy is a very dedicated worker and a very
§ caring person to the residents and her co-workers. She will have

and beyond the call of duty in her own job responsibilities, she is always
willing to help others. When there are special events in the Dining Room, Sandy loves to
talk with the residents.

Sandy was born in Wonewoc and moved to Reedsburg when she married her
husband Rich 41 years ago. When her youngest child entered first grade, she started
working at the Health Care Center. Now, besides her 4 children, she has 12 grandchil-
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w dren and 2 great grandchildren, with whom she enjoys spending all her spare time.
s Sandy says she wouldn’'t have lasted 30 years at this job if it wasn’t for the fine people
m m she works with and her love of the residents.
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: Upcoming Events
z January 1 NEW YEAR’S DAY Nurses Meeting
= January 4 Department Head January 20 Quality Assurance
January 5 Medicare CNA Meetings
O January 6 HCC Meeting January 25 Department Head
(&) January 11 Department Head January 26 Medicare
January 12 Medicare Pizza Hut Lunch
et Pizza Hut Lunch January 28  PAYDAY
g January 14 PAYDAY
January 18 Department Head
'Q January 19 Medicare
R
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JANUARY Employee Anniversaries

l& LaVerne Jones lyr Sue Oscar 10 yrs &
Holly Fry 2yrs Sue Honer 12 yrs :?
“ Hollie Crocker 3yrs Jessie Sandifer 12 yrs Rl

Judy Schultz 5yrs Rita Rufenacht 14 yrs &
‘.-’%&‘%?‘3?‘&‘&'&‘%?‘3?‘«’?t&‘&‘?‘?‘&'&‘?‘?‘?‘&'&‘?‘?‘&
ETO nominate a staff person for Employee of the Month pick up a yellow nomination form by the time E

clocks and indicate why you feel the employee is deserving. Nominations may be placed in the Sugges-
tion Box by the Employee/Ambulance entrance. Eligible nominees will be put on the ballot for voting the
first payday of the month when checks are picked up. Ballots are available in the Personnel Office on
ld Thursday from 12:00 to 4:30 for voting if you are unable to vote on Friday. In addition, if a NOC shift per-
son is chosen as Employee of the Month, they will receive 2 free movie passes since they are not able to
'EI' use the free meal tickets.
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You Are Gordially Shvited 1o
Che - FCouse Ghristmas Rty
W ednesday, ecember 22, 1.50 - .30
cstree Lunch - CGreat ~stood and Qdweets of all kinds

FYI...

For your Information, the keypad code for opening the stairwell doors has been
changed from 1.2.3.4 to 5..6..1..8 because of wear on the keypad. Please be aware
of this as you go from floor to floor.

If you are uncomfortable—either too hot or too cold—please do not rotate the dial
on the heating units on the floors.  This throws the calibration off. Please contact the
Maintenance Department for heating adjustments. Thank You! ”

The Holiday Christmas Program for residents and their families will be on Tuesday,
December 21 at 2:00. If you would like to participate in the program for our residents
please contact Margaret Burggraf for more information.
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: My Christmas Wish for the staff:

V This will be shovt. 9 has been a full year for all of us with the /.'/am éeinﬂ made. For me, it has heen full of many
M & rewards and. ﬂzﬁ‘; There have cem‘mn@ heen times when 9 wondered what 9 was ﬁ/ozrg (; fem@ hecause 9 didn z‘a/
V ways know what 9 was /amﬂ ) but not once did 9 doubt my reason for p/anfy it. Over this year 9 have come to know
v wﬁm‘ lﬂj of the heart fm@ are and mean fo those that receive them, 9 know that 9 have said that 9 am /ucé <y many
: times, éuz‘ until this year 9 never truby Iy knew what it meant to sty and feel fm@ /Mc@ for the ﬂzﬁ‘; that 9 have, ‘Tﬁey
v may not come with hows and viblbons and's ﬁmy fpaper, but the best come wmppeﬁ/ in the warmth of 5@; and hand-
Jﬁaéej, and fop/w/ with smiles and twinkl ng eyes. 9 am thankful for all ofyou that have m/?/?o:ﬂfm/ me and this fa-
V cil iy. 9 am ejpecm@ ﬂl"ﬂfeﬁf/ for staff and their unend; ing o ya@ and dedication to giving the hest care to the Resi-
4 /em‘s 2 site free surveys, for the staff and fﬁewmppom‘ of each other, and for the staff and fﬁenﬂmppom‘ for me, We
V are fortunate to have the HCC committee. For their compassion and belief in me and in our continuing mission to
: serve Sauk County. Peryom@ 9 am very jl"ﬂfﬂﬁt[ for their fpatience. My Christmas wish is that each and everyone
: of you receive back L‘enfo// what you have ﬂiuen to me fﬁiyyeﬁm Jeanne
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Suggestion box responses:

There was a question regarding two department heads selling cookie dough during the Craft
Baazar for the firehouse restoration.

Ron is in charge of the fire house restoration project and has put many after work hours in
with that project as well. The suggestion that a volunteer should have been in charge of the
cookie sales is a good one, but thought of too late. The volunteer coordinator had changed
her days off specifically to assist with AT and the craft sale. Thank you for the suggestion and
the comments.

Another suggestion was offered about purchasing software to make scheduling easier. There
has been no software brought to my attention to this date, so no software has been denied
because of cost or any other reason. MIS does have to chose the software working with the
department requesting it. Our current Kronos can do scheduling, but we would lose much of
the flexibility we now count on to do our specific staffing. If nursing chooses to pursue the
purchase then there is a procedure to go through to request an evaluation of systems and
what would work best for our situation. Please contact Jane regarding your feelings and re-
guests regarding the software. And as far as not having the money for it, if it saves us
money, we can always look at our alternatives.

Person requested to have triplicate copies of the Time Off Request Slips so that they could
keep a copy for their own records.

Personnel also saw the value in triplicate copies and will be looking at our options when or-
dering the slips. Currently we found the triplicate slips, and are trying to locate a date
stamper that will go through all the copies.
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Personnel Matters SCHCC COMMUNICATOR

WORKING IN ANOTHER JOB OR DEPARTMENT? Be sure to TRANSFER JOB CODES any time you are working in a job or
department other than your home job or department. For example, if an Activity Therapy Aide works a shift as a CNA, that per-
son would need to transfer job codes and department codes in Kronos. Transferring Job Codes in the Kronos Time Clock:Follow the
instructions below when changing jobs and departments:

Step 1 - Press "#" key on Kronos Time Clock

Step 2 - Enter the two-digit job code (see below)

Step 3 - Press "Enter" button on Kronos Time Clock

Step 4 - Enter the two-digit department code (see below)

Step 5 - Press "Enter" button on Kronos Time Clock

Step 6 - Swipe your badge (time card) as if you were punching in or out for work

Job Codes:

01-RN Department Codes

02 - RN Supervisor 07 - Accounting

03 - LPN 11 - Human Resources
04 - CNA 65 - Nursing

05 - Ward Clerk 73 - FDD (5 East)

06 - QMRP 85 - Occupational Therapy
07 - COTA 86 - Activities

08 - Kitchen Aide 88 - Social Services

09 - Tray Aide 89 - Medical Records
10 - Cook 92 - Dietary

11 - Housekeeper
12 - Housekeeper/ Clothing Aide

93 - Maintenance
94 - Housekeeping

13 - Custodian 95 - Laundry

14 - Program Director 96 - Volunteer

15 - Activity Therapy Aide 98 - Administration
16 - Receptionist

17 - Billing Clerk

18 - Clerk

19 - Social Worker

20 - Account Record Technician

21 - Beautician

22 - Maintenance/Security

23 - Laundry Aide

24 - Secretary

25 - Administrator

Remember, when returning to your home department, follow steps 1 through 6 using your primary two-digit job code and your primary two-
digit department code.

If you have any questions, problems, or need assistance with this procedure, contact Katie, Mary or Amy in the Personnel De-
partment, we would be happy to help.

Thank you for your patience and assistance in maintaining an accurate payroll process.
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% The SCHCC Department Heads would life to say a special thank you te all emplogees for the continued exc- %
iceptianaﬁcmandcom/pmoiantﬁatio given to eux wesidents and their families. Speakers at the public hearing :
:ﬁadwtﬁltgﬂutpmeandg)mﬁtudeﬁaxtﬁemeﬁﬂudmtﬁatwupwwd& Wl employees in every depart-
:mﬂdatﬁehpdemaﬁingtﬁeﬂC@awmpmoknate,c@em,quaﬂdqﬁamﬁwmidem of Sauk County.
* Thank you, employees!
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