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PATHWAYS ABILITIES SOCIETY  
 
 
PROCEDURE: HIRING PRACTICE 
Applies to: All Personnel 
 
Original Approval Date: 1993 
Date Approved: September 13, 2021                
Replaces Procedure Dated: May 31, 2021 

 
 

Advertizing 
1. Post employment opportunities in the PayWorks Applicant Tracking System, 
Castanet and WorkBC. 
 
2. Email job posting to the local colleges and post-secondary institutions that train 
people in the field.  
 
3. Applicants applying through WorkBC and Castanet are to email the human resource 
manager or designate their resume. 
 
4. Applicants applying through applicant tracking system will be automatically uploaded 
and updated into the system. 
 
PayWorks Applicant Tracking System  
1.  Log into PayWorks. 

 
2. Select ‘Applicant Tracking System’.    
 
Posting a Job       
1. Select ‘Jobs’.  

 
2. Select ‘Post a Job’.  

 
3. Fill out the data: 
- Job Workflow, select a match for job posted. 
- Industry, select other.  

 
4. Save and continue to step 2. 

     
5. Add pre-screening questions:  
- Select from pre-made options. 
- Create new questions. 

 
6. Save and continue.  

 
7. Review job posting. 

 
8. Publish job posting. 
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Deleting a Job 
1. Select ‘Jobs’. 

 
2. Select job you would like to delete. 

 
3. Select delete symbol in top right hand corner          
 
Manually Entering Applicants         
1. Select candidates. 

  
2. Select ‘Add a Candidate’. 

  
3. Enter pertinent information:   
- Upload resume.  
- Upload pre-screening questions.                
 
Reviewing Candidates   
1. Select candidates.  

 
2. Select the highlighted job the candidate has applied for.  

 
3. Review resume and pre-screening questions.  

 
4. Change candidate status once reviewed.   

 
5. Select notes to make comments/updates. 
 
Corresponding with Candidates      
1. Select candidates. 

 
2. Select the highlighted job the candidate has applied for.  

 
3. Select send message.  

 
4. Select use template:  
- Select an e-mail template from the drop-down options. 
- Create a new e-mail if needed, or template is unavailable. 
 
Resumes  
The human resource manager or designate:  
-  Reviews the resume to determine if the person's qualifications meet the society's 
policies.  
- Updates the pertinent information in the Applicant Tracking System 
- Ensures the resume is retained for one year and destroys the resume in compliance 
with policy upon completion of the year. 
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External Hiring 
1. When staff is required, contact the human resource manager or their designate.  
They review the resumes on file, and if there are no suitable applicants, places 
advertisements.   
 
2. The human resource manager or designate: 
- Corresponds with applicants in Applicant Tracking System to determine suitability.  
- Schedules and completes the initial Zoom interview, telling the applicant there may be 
a shadow shift in the applicant's service area(s). 
 
3. If the interview is successful the human resource manager or designate: 
- Schedules the shadow shift(s) via Applicant Tracking System and includes the COVID 
19 Screening information. 
- Directs the person to bring a voided cheque or banking information to the shadow 
shift. 
-  Puts together the shadow shift documents the Confidentiality form and applicable tax 
forms and send the information to respective area to be completed by the applicant.  
- Requests they send two references via email, confirming they agree to have the 
references contacted.  
- Tells the applicant to contact the human resource manager upon completion of the 
shadow shift, letting them know the results and if they are still interested in employment.  
- Notifies the respective supervisor or supervisors.   
- Prepares the file documents the applicant needs complete at the shadow shift 
(Confidentiality Statement and provincial and federal TD 1’s) and ensures the 
information is available to complete at their first shadow shift.   
 
4. Upon completion of the shadow shift: 
- The human resource manager gives the completed file documents and banking 
information to the executive director or designate, identifying the number of hours 
worked.  
- The executive director or designate enters the information into PayWorks.  
- The executive director gives the file documents to the finance manager to review.  
- The finance manager ensures the information is entered accurately and then gives the 
file to the human resources manager. 
 
5.  If the shadow shift was successful, the human resource manager: 
- Checks the applicant's reference.  
- If the references are positive hires the person. 
- Determines in consultation with the supervisors and the manager of the new hire's 
orientation schedule. 
- Contacts the new hire and informs them outlining their orientation schedule.   
- Updates the applicant in the Applicant Tracking System. 
- Updates the staff list in ShareVision. 
- Moves the new employee's email file to the correct outlook folder.  
 
6. If the shadow shift was not successful and/or the person is not interested, the human 
resource manager: 
- Notifies the applicant.  
- Gives the applicant’s file documents to the executive director for filing.  
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- Updates the applicant in the Applicant Tracking System. 
- Moves the applicant’s email file to the correct outlook folder.  
 
7. The human resources manager or designate:  
-  Determines if a ‘Sharing Criminal Record Form’ can be completed.  If not, has the 
new hire complete a ‘Criminal Record Check Form’ using their personal email address.  
They are  directed to forward the criminal record check payment email to 
ed@pathwayskelowna.ca for the payment to be completed. 
-  Completes the orientation. 
 
8. The supervisor or manager: 
-  Provides the human resources manager with a copy of the signed orientations.  
-  Completes probationary reports after the new hire worked 1 and 2 months to assess 
continued suitability.  
- Prior to completion of the probation period, completes an evaluation with the person 
confirming employment suitability. 
- Probationary employees deemed not suitable are referred to the human resources 
manager and executive director. 
 
9. The executive director notifies the finance manager when the criminal record check 
payment has been made. The finance manager deducts the fee from the successful 
applicants shadow shift. 
 
10. Where the employee is classified as a supervisor or professional, the manager or 
executive director: 
-  Completes the orientation. 
- Upon completion of the orientation, provides the executive director with a copy of the 
signed orientation.  
- Completes probationary reports after 1, 2, 3, 4 and 5 months of employment to assess 
continued employment suitability.  
 
11. The human resources manager gathers and follow-ups on all pre-employment 
documentation and requirements.  
 
Internal-Bargaining Unit 
1. When a vacancy occurs, or a new position is created inside the bargaining unit, the 
human resource manager posts notices of the position on the Employee Services page 
of ShareVision for a minimum of seven (7) days.  
 
2. Applicants are required to complete a written interview in order to determine if they 
possess the necessary qualifications and abilities to fulfill the job requirements. 
 
3. Management endeavors to notify internal applicants of the status of their 
applications prior to announcing the successful applicant. Applicants are notified within 
seven (7) days of the date of the appointment to the vacant position, the name of the 
successful applicant.     
 
4. During the trial period, the supervisor or manager: 
-  Completes the orientation. 

mailto:ed@pathwayskelowna.ca
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- Upon completion of the orientation provides the human resource manager with a copy 
of the signed job description and orientation.  
-  Completes probationary reports after the appointee worked 1 and 2 months unless 
the appointment is to a supervisor or professional position then after 1, 2, 3, 4 and 5 
months to assess continued employment suitability. 
- Prior to completion of the trial period, completes an evaluation confirming employment 
suitability. 
 
5. Employees deemed not suitable will be referred to the human resource manager 
and executive director. 
 
Individualized Funding (IF) 
1. When a vacancy occurs or a new position created inside the bargaining unit with IF 
funding, the human resource manager posts notices of the position in the employer's 
offices and on all area bulletin boards for a minimum of seven (7) days. 
 
2. The supervisor or manager determines if the person and or their support network 
wants to be involved in the hiring process.  
 
3. The human resource manager arranges for interested applicants to complete an IF 
application.  
 
4. If applicable:  
- Copies of the completed application are given to the IF contractor.  
- If the position was posted externally, resumes collected are given to the IF contractor. 
- The IF contractor establishes the interview format and interviews the applicants to 
determine which applicant possesses the necessary qualifications and abilities to fulfill 
the job requirements. 

 
5. Management endeavors to notify internal applicants of the status of their 
applications prior to announcing the successful applicant. Applicants are notified within 
seven (7) days of the date of the appointment to the vacant position, the name of the 
successful applicant.     
 
6. During the trial period, the IF contractor and/or supervisor or manager: 
-  Completes the orientation.  
- Upon completion of the orientation, provides the human resource manager with a copy 
of the signed job description and orientation.  
-  Completes probationary reports after the appointee worked 1 and 2 months to assess 
continued employment suitability. 
- Prior to completion of the trial period, completes an evaluation confirming employment 
suitability. 
 
7. Employees deemed not suitable will be referred to the human resource manager 
and executive director. 
 
Social Ventures Contract Employees: People with Diverse-Abilities 
1. When a vacancy occurs, or a position is required, the employment manager is 
notified by the support staff working in social ventures. 
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2. The employment manager, in consultation with the employment developers, 
determines if there are internal applicants who can fill the position. 
 
3. If there are no internal applicants, the employment manager: 
- Contacts CLBC or Work BC.  
- Schedules and completes the initial interview and shadow shift, with the candidate.  
- Contacts the applicant to inform them that either they were not suitable or they are 
hired and notifies them of their orientation schedule.  
- Completes the person's letter of hire and sends it in an email to the executive director 
or designate identifying the corresponding job description, orientation checklist and 
evaluation that needs to be included in the person's orientation package.   
 
4. The employment developer:  
- Reviews the orientation package with the person and signs all relevant documents and 
returns the completed forms to the employment manager.  
-  Completes the orientation and provides the employment manger with a copy of the 
signed orientation.  
 
5. The employment manager: 
- Completes probationary reports after the new hire worked 1 and 2 months to assess 
continued suitability.  
-  Prior to completion of the trial period, completes an evaluation with the person 
confirming employment suitability. 
- Takes copies of the information from the orientation package, creates an employee file 
which is held at 1216 S.t Paul Street.  
- Gives the completed file documents and banking information to the executive director 
or designate, identifying the number of hours worked.  
 
6. The executive director or designate: 
- Enters the information into PayWorks.  
- Gives the file documents to the finance manager to review.  
- Enters the person PayWorks number in their ShareVision list.  
- Notifies the Activity Quality Assurance Manager to create a timesheet for the person.  
 
7. The finance manager ensures the information is entered accurately and then gives 
the file to the human resources manager. 
 
Contract Employees: Other 
1. When a vacancy occurs, or a position is required, notify the human resource 
manager.  
 
2. The human resource manager, in consultation with the area supervisor or manager, 
determines if there are internal applicants who can fill the position. 
3. If there are no internal applicants, the human resource manager advertises the 
position.  
 
4. The supervisor or manager or designate:  
- Schedules and completes the initial interview.  
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- Has the applicant sign two Employment Reference forms authorizing reference checks 
for completion.  
- Schedules the shadow shift(s) via email and includes the COVID 19 Screening 
information. 
- Directs the person to bring a voided cheque or banking information to the shadow 
shift. 
-  Puts together the shadow shift documents the Confidentiality form and applicable tax 
forms and send the information to respective area to be completed by the applicant.  
- Checks the applicant's references. 
- Contacts the applicant to inform them that either they were not suitable or they are 
hired and notifies them of their orientation schedule.  
- Completes the person's letter of hire and sends it in an email to the executive director 
or designate identifying the corresponding job description, orientation checklist and 
evaluation that needs to be included in the person's orientation package.   
- Reviews the orientation package with the person and signs all relevant documents and 
returns the completed forms to the executive director or designate.  
-  Completes the orientation. 
- Upon completion of the orientation, provides the human resource manager with a copy 
of the signed orientation.  
-  Completes probationary reports after the new hire worked 1 and 2 months to assess 
continued suitability.  
- Prior to completion of the trial period, completes an evaluation with the person 
confirming employment suitability. 
 
5. The human resource manager or designate: 
- Takes copies of the information from the orientation package. 
- Creates an employee file.  
- Gives the banking information and tax forms to the executive director to update the 
payroll information.  
- Creates a ShareVision user account and password.  
- Creates a timesheet for the employee on their employee page in ShareVision. 
- Files the person’s employee file.  
 
6. The executive director: 
- The executive director or designate enters the information into PayWorks.  
- The executive director gives the file documents to the finance manager to review.  
 
7. The finance manager ensures the information is entered accurately and then gives 
the file to the human resources manager. 
 
Management and/or Exempt 
1. The executive director or designate:                                                                              
- Corresponds with applicants by email to determine suitability.  
- Schedules and completes the initial interview. 
- Has the applicant authorize two reference checks. 
- Checks the applicant's references. 
- Notifies the Board of Directors. 
-  Completes the orientation. 
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- Completes probationary reports after 1, 2, 3, 4 and 5 months of employment to assess 
continued suitability.  
- Prior to completion of the trial period, completes an evaluation confirming employment 
suitability. 
 
2. When a second interview is required, the interview is conducted with a board 
member and/or an individual who receives services from Pathways Abilities Society. 
The interviewers tell the applicants that if they were not contacted within a week, they 
were not the successful candidate.  
 
3. When a new Executive Director needs to be hired, the board of directors determines 
the hiring process.    

 


