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Melinda A. Constantine, MSN, RN, CMSRN, ONC, 
            Director of Nursing Education, Staff Development, and Research

DATE:  
August 10, 2026
RE:  

Clinical Affiliation Welcome
Welcome back!  Outlined below is an overview of the process and expectations for the upcoming year. 
· ALL NEW and RETURNING Faculty Instructors are required to review, complete, and submit all documents included in this packet to the Nursing Education Department either in person, via email, or by fax at (631) 476-7710, upon receipt of their Faculty Instructors’ assignment at St. Charles Campus, or no later than two (2) weeks prior to the start of clinicals.  Please note that all required documentation must be received before an EPIC access request can be initiated on your behalf. EPIC access requests typically require approximately two (2) weeks, or longer, for processing. Therefore, it is essential that all materials are submitted as soon as your assignment at St. Charles Campus is confirmed.
1. Information Acceptable Use Policy (AUP) Acknowledgment Memo

2. Faculty Instructors Information Sheet

3. Faculty Instructors Attestation Sheet

· EPIC Training and Obtaining EPIC Access

· ALL NEW Faculty Instructors are required to attend an initial EPIC training session (EPIC is our Electronic Health Record [EHR] system) if they have never previously served as Faculty Instructors at a Catholic Health Hospital. Attendance is mandatory, and no exceptions will be granted. Faculty Instructors who do not complete the initial EPIC training will not be permitted to oversee a clinical group at St. Charles Campus. Please note that requests for individual orientation or one-on-one EPIC training sessions cannot be accommodated. Therefore, we strongly encourage schools to share this information with Faculty Instructors as soon as assignments are confirmed.
· ALL RETURNING Faculty Instructors may attend EPIC training, if a refresher is needed. Annual EPIC training is no longer required unless otherwise indicated, such as during major system upgrades.
· ALL Faculty Instructors must contact the Nursing Education Department at (631) 474-6143 to schedule EPIC training. All training sessions are held in Classroom 1, located on the first floor of the hospital.
EPIC TRAINING Sessions - St. Charles Campus 
(attendance at only ONE session is required)
Tuesday, August 25, 2026 | 8:00am – 12:00pm
Tuesday, September 29, 2026 | 8:00am – 12:00pm
· Faculty Instructors Orientation

· ALL NEW and RETURNING Faculty Instructors are required to complete the electronic orientation for St. Charles Campus prior to the start of their clinical rotation. The orientation materials include the following required documents for review:

· Faculty Instructors Nursing Orientation PowerPoint Presentation 
· St. Charles Campus Workbook
· ALL Faculty Instructors are also responsible for reviewing and sharing these materials, along with the Nursing Student Guidelines, with their students prior to the start of the clinical rotation.

· Other Reminders

· ALL Faculty Instructors (new and returning) are required to sign in each day they are present for clinical duties. The attendance book is located at the Security Desk in the main entrance / front lobby. Only the Faculty Instructors are required to sign in; individual students do not need to sign in.

· A unit tour should be coordinated and scheduled with the Director or Manager of the assigned clinical unit prior to the start of the rotation.

· ALL Faculty Instructors and students are required to use the designated Faculty Instructor/student room for storage of personal belongings. This locked room is located on the first floor near the EPIC training classroom. Please remind students to bring only essential personal items, as space is limited; and the room may be shared by multiple clinical groups at the same time. Personal belongings are not permitted on the clinical units.
Door lock code:  432
If I can be of any assistance to you, please do not hesitate to contact me.  My direct line is (631) 476-7752; or I can be reached via email at Melinda.Constantine@chsli.org (email is preferred over a phone call). I look forward to our continued collaborative partnership.
Enclosures:

a) Faculty Instructor/Student Parking Memo - review
b) AUP Form - review and return
c) Faculty Instructor Information Sheet - review and return
d) Faculty Instructor Attestation - review and return
e) Guidelines for Faculty Instructors, Nursing Students and Preceptors - review and share with students
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            Director of Nursing Education, Staff Development, and Research

DATE:  
August 10, 2026
RE:  

Faculty Instructor / Student Parking 
All authorized nursing school Faculty Instructors and students, participating in their clinical rotations at St. Charles Campus, must park in the lot located across the street from the Hospital.  This parking lot is located on the northeast corner of Belle Terre Road and Myrtle Avenue.  The entrance to this parking lot is on Myrtle Avenue.  
All Faculty Instructors and students must use the main entrance to the Hospital for all clinical rotations.  The Chapel entrance is designated for employees only.  Please notify your Faculty Instructors of this parking procedure.  

**Any violation of this directive may result in the Faculty Instructor, or student, being 
denied clinical privileges at all parking lots on St. Charles Campus property.  If a Faculty Instructor or student violates this directive, the Nursing School and / or the Faculty
Instructor will be notified of the violation. 
Our Hospital Administrative team takes parking violations very seriously. **
Thank you for your attention and implementation of the parking regulation.  If you have any questions, please don't hesitate to contact us at (631) 474-6143.


Information Acceptable Use Policy Acknowledgment

All users of Catholic Health (CH) network and system resources are expected to adhere to the security policies, procedures, and standards established by CH to support its business processes. A violation of any of the policies, procedures, and standards established pursuant to the CH Information Acceptable Use Policy, or any policy referred to by this agreement, may result in disciplinary action. Disciplinary action may include without limitation, verbal or written reprimand, termination of employment and/or appropriate legal action. 
I have read and understand the CH Information Acceptable Use Agreement, and agree to comply with the policies set forth. I also consent to periodic monitoring of electronic communications including e-mail, as well as any information stored by me on any CH system as CH management deems necessary.

Where the Signer of this Acknowledgement is a Third-Party company or organizational representative under contract or Agreement with CH, the Signer agrees that it is the responsibility of the Third-Party company or organization to provide appropriate training to all their employees and agents who will access CH resources.

Signed: ________________________________________
Date:  _______________ 

Print Name: ____________________________________
Facility: ________________________

Department: ____________________________________
Job Title: _______________________

Please retain the attached policy for future reference. The signed acknowledgment for employees will be retained by Human Resources and kept on file. Signed acknowledgements for Medical Staff will be retained by the respective Medical Staff Affairs office and kept on file.  Signed acknowledgements for Volunteers will be retained by the respective Volunteer office and kept on file. Signed acknowledgements for Vendors and will be retained by the CH Chief Information Security Officer and kept on file.
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FACULTY INSTRUCTOR INFORMATION SHEET
Please complete the following information for the Nursing Education Department records – PLEASE PRINT CLEARLY:
TODAY’s DATE:  





NAME:  











ADDRESS:  











TOWN, STATE – ZIP 









TELEPHONE NUMBER(S):



PRIMARY NO.:   (          )






SECONDARY NO.:  (         )





EMAIL ADDRESS:  










SCHOOL:  











UNIT:  




DAY(S) of the Week:  





TIME: 
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FACULTY INSTRUCTOR ATTESTATION
Faculty Instructor’s Name (Print):  









Faculty Instructor’s Name of Affiliation School: 







St. Charles Campus Unit Name:  








Date:  





I attest to receiving, reviewing and/or completing ALL of the following:

     

1. Faculty Instructor Nursing Orientation Powerpoint Presentation
2. EPIC Training (competing / scheduling)






3. St. Charles Campus Faculty Instructor Orientation Memo
4. Faculty Instructor Information Sheet




5. St. Charles Campus Faculty Instructor/Student Parking Memo


6. Faculty Instructor Guidelines for Nursing Students

7. Student Orientation Workbook




8. Contacted Nurse Director / Manager for Unit specific orientation


Faculty Instructor’s Attestation Signature:  








Date:
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FACULTY INSTRUCTOR’S GUIDELINES for NURSING STUDENTS
1. Faculty Instructors will supervise the students and act as a professional role model for their clinical experience.

2. Students require “constant” supervision by the Faculty Instructors.  
3. Students are NOT to be assigned to a staff member.
4. Please remember that students are NEVER to function independently.
5. Students do not participate in EPIC training, so the Faculty Instructors are required to complete all documentation.
6. Students can administer medication (although no IV push medications); assist with ADLs and provide other general nursing sills with direct oversight of the Faculty Instructors.
7. Students will not administer (hang or titrate) Heparin, Insulin or any vasoactive medication / anti-arrhythmic medication.
8. Students cannot perform the following tasks, as they have not completed training / competency:
a) Blood transfusions;
b) Blood glucose testing;
c) IV insertions;
d) EKGs.
9. Students will not deflate or remove endotracheal tubes.
10. Students will not transport a patient unassisted.
11. Students will not use cell phones in patient care areas.
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GUIDELINES for AFFILIATING NURSING STUDENTS
1. Students must identify themselves as a nursing student to patients, families, Physicians/Advanced Practice Providers (Providers) and staff.

2. Identification badge with name, title (“NURSING STUDENT”) and school must be worn at all times.

3. Student uniforms must be worn at all times (except in the Peri-Op / Labor and Delivery Departments).

4. Students will be permitted to function on a patient unit only when their assigned Faculty Instructor is present on the patient care unit.

5. Students will participate in the delivery of nursing care of patients, utilizing the nursing process as a basis for practice and following the nursing care plan designed to meet the patient’s bio-psycho-social needs.  The delivery of nursing care will occur under the direct supervision of the Faculty Instructors Instructor.

6. Students will never accept total responsibility for the care of the patient (i.e.:  accept a patient assignment separate from that of the Faculty Instructor, or remain alone with patients to relieve staff at coffee or meal breaks).  Students will give a verbal report at the end of their shift to the primary Registered Nurse responsible.

7. Students will observe during cardiac arrest situations and participate only under the direction and supervision of the Faculty Instructor / Clinical Team.

8. Students will adhere to all Infection Prevention and Control Policies, i.e., wearing a surgical face mask in patient care areas, if applicable.
9. Students will adhere to assigned work schedules (dates, shifts, actual hours) and to assigned coffee and meal breaks.  Student and Faculty Instructor break times must always coincide.

INFECTION PREVENTION & CONTROL GUIDELINES
1. All Faculty Instructors and students will enter the building through the main entrance / lobby of the Hospital.  If a Faculty Instructor or student is feeling ill or has a temperature higher than 100 degrees, they are not be permitted to participate in clinical activities.  The Faculty Instructor / student must be afebrile for 24 hours without the use of antipyretics to return.
2. All Faculty Instructors and students must adhere to the current isolation standards for all isolation patients.  All Faculty Instructors and students are required to wear the appropriate Personal Protective Equipment (PPE) when caring for isolation patients.

3. Should Faculty Instructors and/or students wish to wear a mask on the clinical unit for personal reasons, cloth masks are not permitted on clinical units; a procedural/surgical mask must be provided by the school. 
4. All Faculty Instructors and students must adhere to appropriate Hand Hygiene Policies and nail Policies throughout their clinical experience.
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PRECEPTOR GUIDELINES for AFFILIATING 

BSN CAPSTONE NURSING STUDENTS

1. Students will be placed in an area with a BSN staff Registered Nurse (RN) who is agreeable to precept.

2. Students are typically completing the final clinical experience before graduation.  Students will start by shadowing the preceptor and learning about the role in the individual unit and/or specialty care area.

· See individual School Capstone course objectives.
3. Preceptor will supervise the students and act as a professional role model for their clinical experience: orient student to staff, policies, procedures and the institutional environment; guide the learning experience to facilitate clinical assignments with gradually increasing complexity and responsibility; participate in the student evaluation; consult with Faculty Instructors liaison regarding student expectations, performance and concerns.

4. Utilize all opportunities to teach, mentor, and support the students as they become comfortable interacting and communicating with patients, gaining insight into disease processes, treatments, interventions, and developing a plan of care.

5. Include the students in as much decision-making, critical thinking, teamwork, and interdisciplinary communication as possible.

6. Challenge students to explain the rationales for their assessments, interventions, and evaluations.

7. Provide ongoing feedback to the students.

8. Students require “constant” supervision by the preceptor.
9. Please remember that students are never to function independently.
10. Since students do not participate in EPIC training, the preceptor is required to complete all necessary documentation.

11. Students will not release or acknowledge Physician/Advanced Practice Provider’s (Provider) orders; students will not accept verbal or telephone orders from any Provider or RN.

12. Students can administer medication (except for IV Push medications), assist with activities of daily living (ADLs), and provide other general nursing skills under the direct oversight of the Preceptor.

13. Students will not transport a patient unassisted.

14. Students will not administer (hang or titrate) Dopamine, Lidocaine, Heparin (any Vasoactive Medication; Anti-Arrhythmic Medication).

15. Students will not deflate or remove endotracheal tubes.

16. Students are prohibited from using cell phones in patient care areas.

17. Students will not care for patients requiring Airborne Isolation.

18. Students cannot perform the following tasks as they have not completed training/competency:

a) Blood transfusions

b) Blood Glucose testing

c) IV insertion

d) EKGs, or

19. Arrange for a substitute should absence occur.

20. For any questions, please refer to Nursing Education at (631) 474-6143.                               
