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 Welcome to BOWEN!
In 1974, Laverne Bowen-Kruger, my mom, a single mother with a vision, 
founded BOWEN with a focus on providing unparalleled permanent 
placement service to Calgary’s business community. Today, it is an 
incredible honor for me to lead and serve this great company leveraging 
the successes from the early days and taking on the challenges of today. 
I’m also fortunate to continue to work closely with Laverne in her role as 
Chairperson and shareholder and Jeffery Bowen, my brother, who leads 
our corporate services.

Over the years, BOWEN has continued to adapt to meet the needs of a 
constantly-shifting market, making it one of the most recognizable and 
respected contingent workforce management companies in Calgary. 
The company is consistently ranked among Canada’s fastest-growing 
organizations on the annual Profit 500 list, works with more than 60% 
of Canada’s Fortune 500 companies, and manages in excess of 3,000 
contingent workers across Canada.

What’s next?

As we look forward, our focus is on how BOWEN can contribute 
and support the changing world of work. Job sectors such as energy, 
construction and utilities are already seeing the effect of a skilled-labour 
shortage where many of the jobs available are difficult to fill.

Building a long-lasting career will require a longer view, including an idea 
of where markets and employment are heading. Make no mistake, we are 
headed for greater places — as the work world evolves and technologies 
drive innovation, our goal is to evolve with and ahead of it.

When this company was first founded we knew its success would hinge 
on our ability to create a place that was designed to inspire and foster 
excellence. Our success rests in the forward-thinking organizations that 
empower people to make things happen and the talented individuals  
who bring their best efforts to work every day. Together, we can achieve 
great things, change the lives of those we serve and make a difference to 
our community.

Congratulations and welcome.

  
 
Shannon Bowen-Smed 
President and CEO 

Shannon Bowen-Smed 
President and CEO
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 BOWEN is Your People Partner
This handbook provides valuable information that will help 
you be successful. It is designed to help prepare you for your 
role as a contractor with BOWEN and provides important 
information such as the nature of your relationship with 
BOWEN and the company you will be working with, how you 
get paid, key contacts, and benefits information.

We encourage you to review the guide in detail and save 
a copy for future reference. If you have questions, don’t 
hesitate to contact your BOWEN service delivery team.

Thanks for joining us — let’s make great things happen.

 Why BOWEN? 
Our mission at BOWEN is to be a world class leader in 
contingent workforce management solutions, by delivering 
service, technology and best practices that exceed industry 
norms and doing it in a way that adds significant value to our 
client, candidates and employees. The success of our mission 
depends on participation from people like you.

We believe our primary competitive advantage comes from 
our employees. We respect our candidates, our clients 
and our co-workers, and it shows in the great, long-lasting 
relationships we forge. As a BOWEN contract employee you 
are a welcomed member of a team of professionals who are 
energetic, high-performing, and have a proven track record in 
their respective fields of expertise.

Our focus  
on people is  

just part of  
who we are
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 Benefits and perks
As a BOWEN contract employee, you maintain the  
flexibility and freedom of operating as a contractor, 
while taking advantage of BOWEN’s expertise to  
administer your contract. BOWEN takes care of all the 
big things so you can focus on doing what you do best.

 As a BOWEN contract employee, you benefit from: 

• Access to short and long-term assignments with many 
of Western Canada’s most respected companies

• Getting paid regularly and within five days of the 
end of your pay period

• Having access to electronic timesheets from your 
desktop and mobile device

• Direct deposit and online paystubs and T4s

• Eligibility for a low-cost flexible group benefits plan 
designed with your needs in mind

• Membership in the Perkopolis employee discount 
program featuring products and services from top 
brands across Canada

• Peace of mind knowing that BOWEN manages 
source deductions and ensures compliance with 
employment and tax law

• Proactive standardized process for reviews

 Additional advantages include: 

Strong network with Canada’s largest and best employers.

With a history spanning more than 40 years, BOWEN brings 
a tremendous amount of experience to the table and has 
vast career opportunities available through our strong con-
nection to some of Canada’s largest and best companies.

BOWEN’s Group Benefit Program 

BOWEN helps protect you and your family and makes sure 
you have peace of mind when it comes to life’s unexpected 
events. Through our group benefits plan, our contractors 
can expect comprehensive coverage for health and dental 
care and better value for the dollars spent. For BOWEN, it 
was important for us to design a program that would pro-
vide comprehensive coverage at competitive rates. That’s 
why we’ve designed a program that, unlike many individual 
benefits plans, ensures the majority of your premiums go 
towards your coverage and not administrative fees. We’re 
confident the BOWEN group benefits plan offers flexibility, 
reasonable rates and great coverage. After six months of 
consecutive employment with BOWEN, you are eligible to 
enroll in our benefits program.

Perkopolis Employee Discount Program

We’ve partnered with Perkopolis to bring you discounted 
products and services including: theatre, hotels, attractions, 
movies, shopping, travel and much more from top brands 
and retailers across Canada. Online ordering is easy and 
purchases are shipped direct to your home.

COR Certified Agency 

BOWEN is one of a small number of companies in our indus-
try that possess the Certificate of Recognition (COR). COR in 
workplace safety is issued to employers who develop and 
implement health and safety programs that meet estab-
lished standards. It is not unusual for Alberta corporations to 
expect contractors bidding on contracts to hold a valid COR. 
BOWEN not only meets these standards but has achieved 
provincial recognition and was a recipient of a Work Safe 
Alberta Best Safety Performer Award. We are also registered 
with ISNetworld. 

The standards for COR include: 

• Program administration

• Emergency response planning

• Employer policy and management commitment

• Worker competency and training

• Hazard identification

• Hazard control measures

• Inspection programs

• Incident reporting and investigation 3



 BOWEN gives back
Giving back is a top priority at BOWEN and part of our 
corporate culture. We’ve created programs that will support, 
help, implement, nurture and engage vulnerable families in our 
community. Donating our time and resources to great causes is 
important to us and aligns with our corporate values. We believe 
in sharing our financial success with the community where 
we live, work and play by helping families who need it most. 
That’s why we donate a portion of every hour billed and every 
permanent job filled to charitable organizations.

We select specific charities that link to our corporate values, 
community investment strategy and offer great synergies with 
our marketing and business development efforts. It’s about 
making our community a better place for everyone and creating 
a legacy of caring and compassion.

Over the past five years, BOWEN has contributed more than 
$500,000 to worthwhile causes.

.

We value and  
care for our 

community, and 
believe in giving 

generously in both 
time and money.
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 Getting paid
One of our highest priorities is paying you accurately and 
on time. As long as you submit your timesheet accurately 
and by the deadline, you will be paid within five days from 
the end of the pay period.

Our reliability is something you can count on. In June 2013, 
Calgary experienced the worst flooding in Alberta’s history 
and business stopped across our city. Major oil and gas 
firms were without power and so was BOWEN. This didn’t 
stop our finance team, who quickly set up a temporary 
office at a local hotel to issue on-time payroll for almost 
1,000 contractors.

We make payroll seamless, looking after the important 
pieces during your contract. As your employer of record, 
you can trust us to manage all applicable source deduc-
tions, including personal income tax, Employment Insur-
ance and Canada Pension Plan.

 BOWEN makes it better

We want everyone to have the best possible experience 
working with BOWEN. That’s why we offer the latest version 
of the staffing and recruitment software systems to help 
deliver our services. 

These online tools allow you to submit your timesheet 
online via your desktop or mobile device and ensure prompt 
payment. As part of your onboarding process, you’ll be 
set up with a username and password to our web portal at            
mybowen.ca  When you login, you will see the portal’s 
homepage, where we provide our candidates with important 
payroll messages, updated regularly. 

To learn more about this tool, check out your onboarding 
package from your BOWEN service delivery team, which 
includes links to your candidate support web page tailored 
to the client you`re working with.

 Timesheets

• BOWEN needs to receive all your required documents to 
administer payroll. 

•  The timesheet approval deadline is Monday at 1 p.m. MT. 
You are responsible to secure approval in advance of this 
deadline. Your pay cannot be processed without an accurate 
and approved timesheet. 

•  Late or inaccurate timesheets will be processed the week 
following their approval. Payday is Thursday.

• Altering, falsifying, tampering with timesheets, or recording 
time on another contract employee’s timesheet may result 
in disciplinary action, up to and including termination of 
employment.

• In the event your approver is not available, you are 
responsible for submitting your timesheet to an alternative 
approver. Ensure that your supervisor provides written 
authorization for the alternative. If you do not know who 
the alternative is, contact your BOWEN Assignment Manager 
immediately.

• When Monday is a paid statutory holiday in your province of 
work, the timesheet approval deadline is Tuesday at 11 a.m. 
MT. Payday remains Thursday.

• You are responsible to submit an approved timesheet for 
each week of your contract, including zero-hour timesheets 
for weeks not worked. Zero-hour timesheets have the same 
approval deadline as regular timesheets. 

• BOWEN takes all reasonable steps to ensure you receive 
the correct amount of pay in each paycheck. In the unlikely 
event there is an error in the amount of pay, or that you do 
not receive a paycheck, promptly advise BOWEN so that any 
necessary corrections can be made. 

• In the event of an underpayment, BOWEN will work 
with you and your timesheet approver to validate the 
underpayment amount. Once validated, BOWEN will 
process payment in alignment with the payroll policy. 

• In the event of an overpayment, BOWEN will work 
with you and your timesheet approver to validate the 
overpayment amount. Once validated, BOWEN will work 
with you to finalize a repayment plan. If the contract 
employee does not adhere to the repayment plan, 
BOWEN may commence legal action without further 
notice. 

 Expense and allowance claims

• The expense and allowance claim approval deadline is the 
same as your timesheet approval deadline. Incomplete 
or incorrect expense and allowance claims will not be 
processed until they are corrected and approved.
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 How you are paid
• Your pay is based on your accurate and approved 

timesheet.

• As your employer, BOWEN will deduct the necessary 
income tax, CPP/QPP and Employment Insurance, if 
applicable. Only legally required or pre-authorized 
deductions are withheld from your pay.

• You will be paid vacation pay each pay period in lieu 
of paid time off, in accordance with the employ-
ment and labour standards of the province in which 
you work. It is important to note that this does not 
preclude you from taking holidays without pay if 
they are approved by your BOWEN service delivery 
team.

• You can access your online paystubs via our secure 
site at bowenworks.ca/paystubs Check the instruc-
tions found in your onboarding package provided by 
your BOWEN service delivery team.

• Our web portal for candidates and supervisors is  
mobile-friendly so that you can submit your  
timesheets for approval – whenever, wherever.

Direct deposit

Direct deposit is the fastest, safest, and most reliable way 
to get paid. When you are paid electronically, you don’t 
have to worry about lost or stolen paychecks, or getting to 
the bank on time. If your approved timesheet is accurate 
and on time, your pay is always available on payday, depos-
ited electronically into your chequing or savings account. 
To enrol, complete the Direct Deposit Authorization form 
provided in your onboarding package and submit it to your 
BOWEN service delivery team.

Paystubs

With BOWEN’s online paystubs, your statement is posted 
electronically to a secure internet site rather than mailed to 
your home.

T4s 
Your annual T4 is posted electronically to a secure internet 
site rather than mailed to your home. Contact the Payroll 
team for additional enrollment details. Remember, every-
one who would normally receive a paper T4 is eligible to 
receive an electronic version.

Any questions about your pay or changes to your personal informa-

tion must be directed to us. Connect with BOWEN’s Payroll team at             

payroll@bowenworks.ca or 403 538 3223.
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 Next steps
When you accept an assignment, you represent BOWEN to 
our clients. BOWEN is your employer, not the client to whom 
you are assigned. Depending on the type of assignment you 
accept, the onboarding process varies. If the client changes 
your responsibilities, notify your BOWEN service delivery team.

As you start your assignment, we’ll provide you with:

• The company’s name and location

• Directions to the worksite

• Start date, time and projected length of assignment

• Work hours, lunch and break times

• Check-in procedures, if required

• Supervisor’s name

• Description of what you’ll be doing on the job

• Dress code, including any required safety equipment

• Pay rate

• Relevant safety information

Always put your best foot forward. For us, this means 
demonstrating the following attributes:

• Responsibility: Once you accept an assignment, we 
expect you to fulfill your obligation. Please give us 
advance notice if you are unable to do so. You are  
responsible for personal items taken to the workplace.

• Dependability: Honor your commitment to be at work 
on time every day, and to finish the tasks assigned to 
you.

• Efficiency: Verify the accuracy of your work. Offer to do 
additional work when appropriate, and regularly inform 
the client of the status of your work.

• Professionalism: Keep your work area neat and 
organized. Do not use the customer’s equipment and 
supplies for personal use, and do not take any items 
that belong to the client (e.g., notes, calculators, office 
supplies).

• Personal communication: Keep personal phone calls 
(including cell phone calls) to a minimum. Refrain from 
exchanging personal e-mail and instant/text messages 
at work.

• Time recording: Submit your timesheet accurately and 
on time for each week of your contract, including zero-
hour timesheets for weeks not worked.

• Discretion: Do not disclose any proprietary or 
confidential information of any BOWEN customer. 
Protect the customer’s confidential information and 
materials by maintaining and storing them properly.

Your Health & Safety

While working on-site with BOWEN`s clients, you are  
expected to adhere to both BOWEN`s and the client̀ s health 
and safety policies. Failure to do so could result in immediate 
termination of your assignment. These policies are outlined 
in the onboarding package provided by your BOWEN service 
delivery team.

Helping you put your 
best foot forward
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 When to contact BOWEN
We encourage you to keep in touch and ask that 
you inform us immediately in the following situations: 

• You are going to be late or have an emergency that 
prevents you from reporting to work. Do not call 
the client. We will inform them of your situation 
and make the appropriate arrangements.

• You are unable to complete an assignment. In this 
situation, contact your BOWEN service delivery 
team first. We will inform the client and make the 
appropriate arrangements.

• You are not satisfied with your work assignment.  
Do not speak with the client. Instead, contact  
your BOWEN service delivery team to discuss 
possible solutions.

• Your work duties are different or have changed  
from those originally described by BOWEN. We will 
first seek your feedback regarding your interest 
and suitability to the new duties. We will then 
contact the client so we can learn more about their 
changing needs in both the short and long-term. 

• The client asks you to work overtime.

• Your availability changes or you have commitments 
that will keep you from being available.

• You plan to take time off for a vacation or holiday.

• You have moved or any personal information has 
changed, such as legal name, mailing address, 
e-mail, telephone numbers, dependent information, 
emergency contact information, tax withholding 
status, and bank account information.

• You feel you are being harassed at work by a  
supervisor or co-worker.

• You are injured at work, so BOWEN can begin the 
WCB process.

• The work environment seems unsafe. 

• You are found guilty of any criminal offense  
(where applicable by law).

• Your assignment has ended, and the client wants  
you to return at a later date.

• The client offers to hire you directly.

• You are instructed or prevented from recording 
your hours and submitting your timesheet, at any 
point in your assignment. If this occurs, immediately 
notify BOWEN’s Payroll team. 

 How BOWEN may contact you
BOWEN may contact you directly or through the use of 
voice or e-mail messages. BOWEN may also use our online 
web portal at mybowenworks.ca to relay work-related 
information such as disruptions to pay periods, reminders, 
and other informational messages.

If you are Client-Sourced, our client will provide us with 
your contact information. We will contact you directly and 
send you all the necessary information and documentation 
to set you up as a BOWEN contract employee.  

 

Note: For information about the status of your pay,                

contact the BOWEN Payroll team at payroll@bowenworks.ca
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 Off-boarding
Contract work is different from permanent work because 
your assignment has a tentative end date. This end date 
is not concrete, and is susceptible to extension or ending 
prior to that date. Since it is fluid, it is important to 
highlight the off-boarding process.

BOWEN will make every effort to proactively advise you 
of the end of your assignment. In the event that you are 
advised of your contract end by your supervisor or another 
representative from the company, please contact your 
BOWEN service delivery team immediately. Together we 
will determine the most appropriate next steps and ensure 
your transition is a seamless process. While this process 
varies slightly depending on how you were initially sourced, 
the one constant is our commitment to doing what we can 
to support you through the transition.

If you were hired directly by our client, we suggest that you 
contact us to determine whether our services will be of 
future benefit to you. If your contract is being extended,  
it is at this point that the terms of your contract may be 
renegotiated. We will work with you and the client to 
achieve a positive resolution. If you choose to work with 
BOWEN to find a new opportunity, you will be invited to 
meet with one of our Recruiters to begin the process of 
getting to know you.

A Record of Employment (ROE) can be requested when 
earnings are interrupted for more than five consecutive 
days by contacting your Assignment Manager or the Payroll 
Team directly. ROEs are processed weekly and are available 
on Service Canada Website within 48 hours of completion.   

If you were employed directly by BOWEN, once your 
assignment has ended, stay top of mind by emailing your 
availability to availability@bowenworks.ca once a week. 
Once we know you’re available, we can work with you to 
find your next great assignment opportunity.

We would love
to work with

you to find your
next great job
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