PATHWAYS ABILITIES SOCIETY

PROCEDURE: SOCIAL RECREATION ACTIVITIES
Applies to: All Personnel, Volunteers, and Persons Served

Original Effective Date: December 18, 2025
Effective Date: December 18, 2025
Replaces Procedure Dated: Not Applicable

GENERAL

This procedure sets out the operational steps for planning, communicating, delivering, and
reconciling social recreation activities in Activity Services. All steps must be carried out in
accordance with applicable Pathways policies and procedures and documented in
ShareVision.

1. CALENDAR MANAGEMENT

The Social Recreation Support Worker (Activity Worker):

- Prepares the monthly activity calendar and distribute by the 20th of the month prior.

- Ensures calendars include event details (who/what/when/where) and reminders (e.g.,
appropriate clothing for weather), and any special instructions.

- Provides copies to individuals and, where appropriate, reviews the calendar with them in
person to support informed choice.

- Confirms individual choices with caregivers/families as appropriate and maintain
confidentiality (e.g., use blind carbon copy when emailing group recipients).

- Tracks returned calendars and record which individuals are attending which events in the
“Social Recreation Activity Log” in ShareVision.

2. EVENT COORDINATION

The Social Recreation Support Worker (Activity Worker):

- Researches and selects inclusive community events that promote participation and
belonging.

- Establishes and maintains connections with organizations and community members.

- Purchases tickets ahead of time where required and retain receipts; follow Petty Cash,
Purchasing and Reimbursement procedure.

- Prepares and brings required materials (e.g., tickets, emergency contacts, consent
forms, PPE, first aid kit) before the event.

- If additional staff coverage is required, requests approval from the supervisor and
coordinates with the scheduling supervisor. Where driving an agency vehicle, ensures
drivers meet licensing requirements (e.g., Class 4) and are authorized.

- Aims to coordinate an average of three events per week, adjusted as needed based on
service capacity and demand.

- Ensures individuals have appropriate transportation to the activity (e.g., taxi, rides,
HandyDART, agency vehicle, or personal vehicle with pre-approval), following
Transportation and Vehicles and Mileage and Employee Expense Claims policies and
procedures.
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3. INDIVIDUAL SUPPORT & COMMUNICATION

The Social Recreation Support Worker (Activity Worker):

- Reviews and follows individual protocols and behavior supports prior to events.

- Ensures activities align with individual goals; updates goals and progress in ShareVision.
- Keeps caregiver and family contact information current, and notifies the CPD intake of
changes.

- Communicates event details and any changes to caregivers/families as appropriate.

4. ADMINISTRATION & RECORDS

The Social Recreation Support Worker (Activity Worker):

- Tracks and balances petty cash and reconciles with the Finance department monthly;
retains receipts for ten years as per Finance procedures.

- Responds to emails and phone messages in a timely manner and maintains
documentation within ShareVision.

- Updates the Social Recreation service area page on ShareVision with calendars, event
information, and notices.

- Balances administration hours with event delivery hours to meet service area needs.
Hours must be tracked in the “Social Recreation Hours” list in ShareVision.

5. VEHICLES

The Social Recreation Support Worker (Activity Worker):

- Confirms the required vehicle is available and signed out as per Transportation and
Vehicles procedure.

- Signs out and returns keys, and completes vehicle forms.

- Checks fuel level prior to departure, and refuels as needed.

- Ensures vehicle cleanliness after events and reports any issues or incidents as per

policy.

6. TRIPS OUT OF TOWN

The Social Recreation Support Worker (Activity Worker):

- Coordinates out-of-town trips in accordance with Vacations/Travel/Camp and Out of
Town Assignments policy and procedure.

- Avoids overlap with Travel Club trips where possible; coordinates with relevant
supervisors.

- Develops the trip budget and tracks throughout the trip; collects payments and
communicates with caregivers/families.

- Determines staffing needs based on individuals signed up, staff experience, and
supervisor approval; holds a pre-trip meeting to review itinerary and responsibilities.

- Post-trip: collects receipts, completes final budget reconciliation, and schedules a review
with Finance.

7. HOURS OF OPERATION & TIMESHEETS

Social recreation may operate evenings and weekends based on events, office hours, and
home visits.

The Social Recreation Support Worker (Activity Worker):

- Records social recreation hours under Activity Services in PayWorks; keeps hours up to
date in the “Social Recreation Hours” list in ShareVision.

- Submits mileage and expense reports by the 15th of the following month.
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8. ISP & GOALS

The Social Recreation Support Worker (Activity Worker):

- Attends and, where appropriate, leads ISP meetings for individuals with social recreation
goals.

- Completes ISP documentation and submits to CPD intake; assists individuals to create
and update social recreation goals in ShareVision.

9. HOME & VOLUNTEER COORDINATION

The Social Recreation Support Worker (Activity Worker):

- Maintains regular communication and visits with Pathways homes to coordinate
participation and supports; frequency is set by the supervisor based on service area
needs.

- Coordinates volunteers through the designated Volunteer Coordinator; sends calendars,
tracks monthly volunteer hours, maintains the volunteer list, and provides reports to the
supervisor.

10. HEALTH, SAFETY & INCIDENT REPORTING

The Social Recreation Support Worker (Activity Worker):

- Complies with Universal Precautions, Communicable and Infectious Disease Prevention,
and other Health and Safety policies and procedures.

- Ensures appropriate staffing ratios and preparedness (PPE, first aid, emergency
contacts).

- Follows Medication Administration procedures where applicable.

- Reports incidents and critical incidents per policy; completes ShareVision reports before
the end of the shift and notify supervisors as required.

CROSS-REFERENCES

- Individual Service Planning and Monitoring — Policy & Procedure

- Incident and Ciritical Incident Reporting — Policy & Procedure

- Emergency Preparedness and Response — Policy & Procedure

- Transportation and Vehicles — Policy & Procedure

- Vacations/Travel/Camp and Out of Town Assignments — Policy & Procedure
- Petty Cash, Purchasing and Reimbursement — Policy & Procedure

- Mileage and Employee Expense Claims — Policy & Procedure

- Lift and Transfer — Policy & Procedure

- Information Technology Standards and Guidelines — Policy & Procedure
- Internet, Social Media and Email Usage — Policy & Procedure

- Volunteers and Practicum Students — Policy & Procedure
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