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Background 
 
Recent legislative changes including the Fair and Family-Friendly Workplaces Act (2018) and the 
Employment Standards Amendment Regulation (2017) collectively modified the Employment 
Standards Code of Alberta. Changes to the Code include job-protected, unpaid leaves for up to 
the defined maximum time per year.  
 
Leaves are granted in accordance with the terms and provisions of relevant legislation including 
the Education Act, individual contracts of employment, and the Board’s approved compensation. 
 
Employees are to send written requests for leave to the Superintendent.  Since a variety of 
personal circumstances may lead to an employee’s request for a leave of absence, the 
Superintendent will consider the available human and fiscal resources, as well as the impact on 
the school and its pupils, and may, as a result of these considerations, limit the length and 
number of leaves that may be granted when such leaves are beyond the provisions of the Code.  
 
Employees are required to provide as much notice as is reasonable and practicable in the 
circumstances of requesting leave.  An employee is entitled to the specified days of unpaid leave, 
but only to the extent that the leave is necessary. The employer may request supporting 
information such as a medical note indicating estimated time of return to work.   
 
Definition of Family Member 
 
The classes of person included in the definition of family member expanded in the Employment 
Standards Regulation (Part 5.1) s. 54.1 to include in some circumstances, spouses, common-law and 
interdependent partners, parents, grandparents, grandchildren, aunts, uncles, nieces, nephews, 
foster or former foster parents, wards and former wards, guardians or former guardians, and persons 
whether related by blood, adoption, marriage, or partnership who consider the employee to be like 
a close relative or whom the employee considers to be like a close relative, and any other person 
living with the employee as a member of the employee’s family.   
 
Definitions of Paid and Unpaid Leave: The mandatory leaves defined by the Code are unpaid.  
However, the employer may choose to grant paid leave. When a leave is unpaid, the daily cost is 
1/200th of annual salary for certificated employees (teachers).  At the discretion of the 
Superintendent, this rate may be calculated as “at cost” which means at the daily rate for a substitute 
teacher whether or not a substitute teacher is employed to replace the teacher on unpaid leave.  
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For all other salaried employees, the unpaid leave is at cost of one day’s pay for each day of the 
unpaid leave. In this circumstance, a day’s pay is calculated as the monthly salary / divided by the 
operational days of the school in that month (prorated for part time).   
  
Non-salaried employees do not include on their monthly time sheets, the hours they would have 
normally worked for those days on which they have been granted unpaid leave.    
 
Eligibility:  After an employee serves 90 days of continuous employment with the employer, the 
employee is eligible for job-protected, unpaid leave for up to the maximum time per year as defined 
by the Code. Employees are not entitled to carry forward any leave days, paid or unpaid, from year 
to year, nor will any leave days be paid out upon termination of employment.  
The job-protected leave, both paid and unpaid, for eligible employees is noted below.  
 
Procedures:  
 
1. Employees are eligible for unpaid, job protected leave for up to 16 weeks for long-term 

personal sickness or injury; however, the Calgary Girls’ Charter School exceeds the 
provisions of the Code and provides paid long-term illness, injury and medical leave, 
prorated for full time equivalency, as follows:   

 
1.1. Non-certificated (non-teachers) salaried staff are eligible for up to 10 paid medical 

days in a school year as well as short or long-term disability in accordance with the 
benefits plan. 

 
1.2. Certificated (teachers) staff are eligible for up to 20 paid medical days in a school year 

and short or long-term disability in accordance with the benefits plan.   
 
2. Employees are eligible for job protected leave for personal and family responsibility.  While 

such leaves are unpaid, the employer provides paid leave in some circumstances:   
 

2.1. Personal sickness or short-term unpaid leave is granted up to five (5) days to care for 
a family member. 
 

2.2. Bereavement is granted as paid leave for up to five (5) days for a death in the family. 
Additionally, up to three (3) days paid leave may be granted when the employee is 
required to travel a significant distance in order to attend a memorial or other event 
associated with the bereavement.   
 

2.3. Major surgery paid leave is granted up to five (5) days when a family member 
undergoes major surgery (defined as a surgical procedure involving general and/or 
spinal anesthesia or respiratory assistance). 
 

2.4. Critical illness paid leave is granted up to five (5) days for critical illness (defined as a 
medical condition with a significant risk of death within 26 weeks) of an adult family 
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member. 
 

2.5. Care for an ill or injured adult family member unpaid leave is granted for up to sixteen 
(16) weeks for employees who take time off to care for an ill or injured adult family 
member.   
 

2.6. Critical illness of a child unpaid leave is granted up to 36 weeks for parents of critically 
ill or injured children. 
 

2.7. Death or disappearance of a child unpaid leave is granted up to 52 weeks for 
employees whose child disappeared as a result of a crime, or up to 104 weeks if a 
child died as a result of a crime.   
 

2.8. Compassion care unpaid leave is granted up to 27 weeks for primary or non-primary 
caregivers.   
 

2.9. Family emergency paid leave is granted for up to five (5) days.  A family emergency is 
defined as an urgent and unforeseen requirement to attend to the emergency care 
of a family member.  Ongoing, foreseeable needs for child care including care during 
noncritical illnesses are not considered a family emergency for granting of paid leave.  
 

2.10. Domestic Violence unpaid leave is granted for up to ten (10) days for employees 
addressing a situation of domestic violence. 

 
3. Employees are eligible for leaves of absence in addition to the job-protected, unpaid leaves 

defined by the Code.  These leaves recognize that employees are expected to be at school 
whenever school is in session; however, this expectation may restrict an employee’s 
opportunity to participate in significant life events or cause undue stress in circumstances 
beyond the employee’s control.  Therefore, the following leaves may be granted at the 
Superintendent’s discretion:   

 
3.1. Graduation and Convocation leave:  An employee may be granted paid leave for one 

(1) full day with pay to attend the employee’s, or interdependent partner’s (common-
law, spouse) or employee’s or interdependent partner’s child’s graduation or 
convocation ceremony from a high school or postsecondary program.  
 

3.2. Citizenship Ceremony Leave:  An employee is granted paid leave for a half day to 
attend a citizenship ceremony to receive a certificate of citizenship.  
 

3.3. Stranded Leave:  A teacher is granted leave at cost of substitute for the first three (3) 
days and unpaid (1/200th) leave beyond three (3) days when the employee is 
stranded and unable to report to the employee’s place of work due to conditions 
beyond the employee’s control. Non certificated, salaried employees are granted 
unpaid leave at cost of a day’s pay (defined above). Proof of circumstances may be 
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requested by the Employer (e.g., record of flight delay or road closure). 
 
3.4. Observance of Religious Holy Day Leave:  A teacher is granted one day of leave at cost 

of substitute (thereafter unpaid leave at 1/200th). Non certificated, salaried 
employees are granted unpaid leave at the cost of a day’s pay in order to observe a 
Religious Holy Day.  

 
3.5. Sporting or other Special Event:  A teacher may be granted unpaid leave for up to five 

(5) days in order to participate in special event, such as a provincial or national or 
international sports competition for which the employee has qualified. Such leave is 
for a maximum of five (5) days and is at cost of substitute or replacement personnel 
for the first three (3) days and 1/200th for any additional days. Non-certificated, 
salaried employees may be granted unpaid leave cost of a day’s pay for up to five (5) 
days.  

 
3.6. Service Organization:  A teacher (certificated employee) or salaried employee (non-

certificated employee) may be granted leave of absence to attend a function 
sponsored by a service organization when the employee is a member of the 
organization and expected to attend. Such temporary leave is for a maximum of five 
(5) days.  For a teacher the leave is granted at cost of substitute (3) days and 1/200th 
for any additional days. Non-certificated, salaried employees may be granted unpaid 
leave at the cost of a day’s pay to the maximum five (5) days.  

 
3.7. Political Leave:  An employee may be granted leave of absence for up to three (3) 

months and no more than sixty (60) work days in order for the employee to seek a 
national, provincial, or local political office. Political leave is granted at cost of 
substitute teacher for the first three (3) days and at 1/200th for each day thereafter. 
Non-certificated, salaried employees may be granted unpaid leave at the cost of a 
day’s pay to the maximum of three months and no more than 60 work days. An 
employee who is granted political leave may participate in the Employee Benefits 
program at no cost to the Employer.  

 
4. Long Term Unpaid General Leave of Absence for Continuing Contract Employees 
 
An employee who has been employed full or part time on a continuing contract (but not a 
temporary, interim or probationary contract) for at least fifty-two (52) consecutive weeks may 
apply by December 31 for a general unpaid leave of absence commencing September 1 or the 
beginning of the school year for a period of up to one (1) school year. The purpose of such leaves 
is to provide opportunity for long-serving employees to travel, participate in an education 
program, or take a needed rest break for a period of time. An employee’s written request to the 
Superintendent must specify the reason(s) for the leave.   
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4.1. At the discretion of the Superintendent, a leave may be granted.  If an extension is 

requested, it may be granted for no more than the subsequent school year and thus 
no more than two sequential years in total.   
 

4.2. In the main, an employee is ineligible for general leave if the purpose of the leave is 
to engage in employment with another employer.   
 

4.3. An employee who is granted general leave for one (1) school year or more, shall notify 
the Superintendent in writing by March 15 of the school year in which the leave 
occurs to confirm the employee’s decision to return to duties in the subsequent 
school year or to resign. An employee who is scheduled to return from general leave 
at any time other than the start of a new school year shall notify the Superintendent 
in writing at least sixty (60) days, and no later than May 31 in the year of the leave, 
prior to the intended return date confirming the employee’s decision to return to 
duties or to resign.  
 

4.4. If the employee on general leave of absence does not provide written notification of 
the employee’s intention to return to duties or to resign, the employee’s contract will 
be deemed terminated by mutual consent pursuant to Section 214 of the Education 
Act.   
 

4.5. When an employee is granted a general leave of absence and the employee elects to 
continue his/her participation in the Employee Benefits Plan, such participation is 
granted at no cost to the Board.   

 
Reference: 
Education Act, s. 52, 53, 54, 68, 196, 197, 204, 222, 225 
Employment Standards Code http://www.qp.alberta.ca/documents/Acts/E09.pdf 
Employment Standards Amendment Regulation (2017) 
Fair and Family-Friendly Workplaces Act 2018  
Labour Relations Act s. 248  
Canada Tax Act  
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