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Welcome and thank you for your interest in joining Island Health! 
 
This document outlines the next steps you need to complete as you move through the hiring 
process. 

 
GETTING HIRED 

 

 
1. Check your email/voicemail frequently for job offers 

You may be offered the following types of positions: 
• Temporary 
• Regular 

Please note: Definitions of the position types are included in the glossary on page 5. 
• After the regional panel interviews, hiring managers will identify their selected new grad 

candidates for the different opportunities in their departments and will connect in with the 
Recruiters. 

• Your Recruiter will be in touch with you throughout the process, including when you have a 
job offer. 

• This job offer will be specific to the unit which is offering you a position and in addition to 
the conditional offer letter you would have received at the beginning of the hiring process. 

• The job offer will be communicated by phone and/ or email to the phone number and 
email address on your VI-Hire profile. 

 

 
2. Accept or decline a position within 48 hours 

 
It may take several weeks to fill all available positions. You are encouraged to check your phone & 
emails frequently during this time to ensure that this important 48-hour window is not missed. 
If you do not respond to the job offer within 48 hours, the job offer will be rescinded, and the hiring 
manager will offer the position to an alternate Grad. 

 

 
3. Complete new hire documentation (Essential Documents) 

 
After you accept the job offer, you will receive a formal letter through VI-Hire indicating your “date of 
hire” 
and the steps to complete the hiring process. 

Note: Your date of hire is not the day you start shifts on your new unit/program area, 
subsequently, you will be communicated an orientation schedule by the hiring team. 
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GETTING LICENSED 
 

 
1. Obtain your BCCNM Provisional License 

 
A condition on the job offer is that you receive BCCNM Provisional licensure. 
1) Complete and submit all paperwork and payment to obtain your BCCNM Provisional License. Go 

to BCCNM Registration for B.C. grads for details. 
2) When you have confirmation of your Provisional Registration email a copy to: 

Recruitment@islandhealth.ca 
Note: The date of your provisional licensure will influence your start date as well as 
your ability to begin your Onboarding/Orientation requirements. 

3) Please note that it will take approximately 48 hours after you’ve sent your registration to 
Recruitment to receive your employee number and Island Health email address. 

**To access Island Health resources (intranet and your island health email) remotely please ensure 
you have signed up and registered an authenticated Multi-Factor Authentication (MFA) device. 
This is a security standard which requires an authenticated device (typically cellular phone or other 
mobile device) to provide a second step of authentication (2nd Factor) when user logs in. See resource 
at the end of this checklist (page 6). 

 

 
2. Schedule and prepare for NCLEX/RExPN 

 
Studies show that graduates who write the NCLEX/RExPN within 6 months of graduation have a 
higher success rate than those who differ past this time. 

           Consider utilizing Home | REXPN to support your success with RExPN 
           Consider utilizing UWorld to support your success with NCLEX. 
 
 

 
3. Report exam results to your manager (Pass or Fail) 

 
 

GETTING READY 

 

 
1. Create a LearningHub Account 

When you have your Island Health email address, create an account by following these steps: 
• Log on using Learning Hub 
• Under the User Name field, select New User 
• When the disclaimer appears, click I Agree, and the sign-up screen appears 
• Select your role from the Select your employment status and click Continue 
• Select Island Health as your primary organization and click Continue 
• Complete the Employee fields, and click Save 
• Enter your Island Health Email Address 

https://www.bccnm.ca/RN/applications_registration/how_to_apply/BCEN/Pages/Default.aspx
mailto:Recruitment@islandhealth.ca
https://rexpn.com/
https://nursing.uworld.com/?gclid=EAIaIQobChMIwuTf-JiM9wIVFD6tBh3RVw8yEAAYAiAAEgKXwfD_BwE
https://learninghub.phsa.ca/Learner/Home
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• You will receive an email asking to confirm your email address and enable your LMS account. This 
will allow you to register for online and classroom courses and see your education history. 

 

 
2. Update your Island Health profile (Existing employees – ONLY) 

 
Log into:  
• Learning Hub and update your profile to an Employee. 
• VI Hire, using your new Island Health email address and update the new employee profile. 

 

 
3. Review webpage resources listed below (within the first few weeks of hire) 

 
Review the following Island Health resources: 
• New Graduate Transition Support: Graduates 
• New Employee Resources (islandhealth.ca) 

 

 4. Complete the modules on the Learning Management System (LMS) 
 
Complete following Island Health modules: 
• New Employee Orientation (NEO) – (course #15898) 

o Complete before your first shift (or unit orientation) 
o You do not need to do this again if you completed NEO in the past 12 months 

 
• Introduction to Mentoring module (course #7003) 

o This course provides an overview and strategies and tips to establish a successful 
Mentoring Relationship for both Mentors and Mentees. 

 

 5. Register and complete the Island Health Safe Patient Handling session (in-
person) 

 
Register for the Island Health Safe Patient Handling in person session in your area. Please obtain 
approval from your manager or supervisor prior to registering on the Learning Hub. 

 
Notes: 
• Completed before working your first shift (or unit orientation) 
• You do not need to do this again if you completed it in the past 12 months as an employee and 

have an LMS Record of Completion. 
 

 
6. Complete the mandatory New Employee Health Assessment / Occupational 
Health & Safety Immunization reporting 

 

https://learninghub.phsa.ca/Learner/Home
https://islandhealth.hua.hrsmart.com/
https://intranet.viha.ca/departments/professional_practice/Pages/ngts-grads.aspx
https://intranet.islandhealth.ca/admin_resources/new_employees/Pages/default.aspx
https://learninghub.phsa.ca/Courses/15898/island-health-new-employee-orientation-online-curriculum
https://learninghub.phsa.ca/Courses/7003/introduction-to-mentoring
https://learninghub.phsa.ca/Courses/20447/island-health-safe-patient-handling#sessions
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Follow up recommendations before working your first shift (or unit orientation): 
• Prior to starting, call the Workplace Health Call Centre (WHCC) at 1.866.922.9464 and ask for a 

New Employee Health Assessment as soon as you have your Island Health employee number 
and email. Have on hand your: 

o Island Health email address 
o Immunization records, or any documents relating to your immunization or TB testing 

• Inform WHCC that you are an Island Health new hire and are calling for your Employee Health 
Assessment. They will connect you with a WHCC Occupational Health Nurse (OHN). 

• Discuss your immunization status with the WHCC Occupational Health Nurse (OHN). 
• Complete any immunizations or tests recommended by the WHCC OHN. 

o North Island and Remote Areas: Make an appointment at your local Public Health Unit to 
complete immunizations or tests. 

o All other staff: Attend any Employee Immunization Clinic Schedule to complete 
immunizations or tests. 

 

 
7. Develop a Learning Plan 

• Develop a Learning Plan by using the unit’s Competency Assessment Planning Evaluation 
(CAPE) tool or other resource(s). 

o Learning Plan template and examples are located on the Island Health New Graduate 
Transition: Graduate 

o BCCNM Entry-Level Competencies 
• Share your learning plan with mentor/educator/leader on your first day so they can 

support you in achieving your learning goals and support the consolidation of 
practice. 

 

 
8. Obtain your Island Health photo ID 

 
• All employees are required to display an Island Health issued Photo ID badge. You must have 

your photo taken as soon as you receive your employee number and are able to access the 
Island Health intranet. 

• Visit the Island Health Photo I.D. Learning Hub to complete the steps to request photo ID. 

 
 

GETTING ESTABLISHED 

 

 
9. Connect with your Manager before the first day 

Questions to consider asking: 

• What is my orientation or work schedule? 
• Who will be my mentor? 
• Where can I get additional unit information to assist with the development of my learning plan? 

https://intranet.islandhealth.ca/safety/Documents/employee-immunization-clinic-schedule.pdf
https://intranet.viha.ca/departments/professional_practice/Pages/ngts-grads.aspx
https://intranet.viha.ca/departments/professional_practice/Pages/ngts-grads.aspx
https://www.bccnm.ca/BCCNM/educators/Pages/entry_level_competencies.aspx
https://intranet.viha.ca/departments/secsys/Pages/photo_id.aspx
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• Who will be reviewing my learning plan? 
• How often will my learning plan be reviewed to ensure my ongoing success? 
• Where can I get an access card? 
• What is the dress code? 
• How to provide your availability for shifts? 
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ADDITIONAL RESOURCE INFORAMTION 

Helpful New Employee Resources 
 
• Employee Resources 
• About the New Graduate Transition Support: Graduates 
• Review Staff Scheduling 
• Sign up for Employee Self Service 
• Review your Union Collective Agreement 
• Parking- Island Health offers a wide range of parking and commuting options. Please Click Here 

for further information. 

Applying for jobs as an employee 
Log into your new Vi-Hire employee account using your Island Health email address. 
• As an employee you will be able to view all postings; i.e. full time and part jobs 
• You are encouraged to apply to any current/future job postings of interest, particularly if you are 

hired into a casual or temporary position. 
 

Do you have questions? 
Send questions to: 
• Your hiring manager or RecruitmentServices@islandhealth.ca 
• New Graduate Transition Support, Clinical Learning and Knowledge Services, 

NewEntrantPractice@islandhealth.ca 
 
 

GLOSSARY 

 
Regular or temporary vacancies in individual departments 
In some situations, there may be existing vacancies that have gone unfilled. Managers may choose to 
offer you one of these positions. Regular and Temporary positions are generally only on one unit and 
have regular schedules. Regular positions may be eligible for benefits. Temporary positions may be 
eligible for a portion of the benefit package. 
 
If you have any questions on the above position types, please contact HR Access 
 

https://intranet.islandhealth.ca/admin_resources/new_employees/Pages/default.aspx
https://intranet.viha.ca/departments/professional_practice/Pages/ngts-grads.aspx
https://intranet.viha.ca/departments/staffing/Pages/default.aspx
https://intranet.viha.ca/EMPLOYEES/SELFSERVICE/Pages/default.aspx
https://intranet.viha.ca/departments/hr/union/Pages/default.aspx
https://intranet.viha.ca/departments/parking/Pages/default.aspx
mailto:NewEntrantPractice@islandhealth.ca
https://intranet.viha.ca/departments/hr/Pages/HRAccess.aspx
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Multi-Factor Authentication (MFA) – Step by Step Instruction 
 
 
 


	Welcome and thank you for your interest in joining Island Health!

