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POLICY
Pathways Abilities Society pays each employee all wages and/or salaries and benefits
earned for the pay period by the employee.

Employees are required to:

- Adhere to the payroll reporting requirements of each department they work in.

- Open and close their PayWorks timesheets within the correct pay period.

- Notify the employer of any employment related changes i.e. address, telephone
number, benefits, personal tax credits, etc.

- Use direct deposit.

Pathways Abilities Society issues paystubs electronically every second Friday.
Discrepancies in pay earned or benefit entittlement must be reported to the immediate
supervisor prior to the cut off date for the next pay period in order for the amendments to
occur.

Pathways Abilities Society does not cash payroll or personal cheques.
In emergency situations, Pathways Abilities Society may advance an employee part of

their wages already earned. All advance requests are reviewed and approved by the direct
non-bargaining unit supervisor.
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