
 

Administrative 
Procedure 400.305 Support Staff Leave of Absence 

 

September 2023 

Background 
The Board of Trustees of Prairie Land Public School Division recognizes that it may be 
necessary to grant leaves of absence to staff members for personal reasons. Support 
staff employees will be eligible for sick leave, maternity and parental leaves, 
compassionate leave and other temporary leaves as outlined in this procedure and the 
current Support Staff Collective Agreement. 

Sick Leave 
1.​ Full time ten-month and twelve-month support staff are entitled to leave with pay for 

the purposes of obtaining necessary medical or dental treatment, or on account of 
injury, illness or disability at a rate of two (2) days per month for each full month 
worked to a maximum accumulation of seventy-five (75) working days. Part time 
employees will accumulate sick leave on a pro-rata basis. 

2.​ If an employee uses sick leave that exceeds their entitlement, their salary will be 
suspended, and their status will be changed to "on leave without pay" until they are 
able to return to their regularly assigned duties. 

4.​ Sick leave will not be paid if an employee is entitled to benefits under the Board's 
Long– or Short–Term Disability plan. 

5.​ Sick leave will not be paid if an employee is entitled to receive Worker’s 
Compensation benefits. 

6.​ Time absent when receiving disability payments will not be deducted from the 
employee's sick leave entitlement. 

7.​ When an employee becomes ill or suffers an accident requiring hospitalization while 
on vacation, sick leave may be substituted for vacation leave during the period of 
hospitalization. 

8.​ The Board may, at its discretion, require the employee to provide a certificate from a 
physician or dentist in support of any claim for sick leave benefits in excess of five 
(5) consecutive working days. 

10. Casual employees are not entitled to sick leave. 

Maternity and Parental Leaves 
Applicable Legislation 
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1.​ It is the intention of these provisions to meet the minimum standards of the Alberta 
Government's employment standards legislation. 

2.​ Where a situation arises that is not specified in this Procedure, the legislation shall 
apply. 

3.​ During maternity and parental leave, employees may be entitled to maternity and 
parental benefits under the Federal Employment Insurance Program. 

Eligibility 
1.​ Permanent ten-month or twelve-month employees employed by the Board for at 

least ninety (90) calendar days are eligible for maternity and/or parental leave 
Employees will be eligible to participate in AP400.11, The Supplemental 
Employment Benefit Plan. 

2.​ This requirement applies to both full–time and part–time employees. 

Maternity Leave 
1.​ Eligible Employees who are pregnant are entitled to a maximum of fifteen (15) 

sixteen (16) weeks of maternity leave starting at any time during the twelve (12) 
weeks immediately before the estimated date of delivery. 

2.​ An employee on maternity leave must take a period of leave of at least six (6) 
weeks immediately following the date of delivery. The Board may agree to shorten 
this period by the employee giving a medical certificate indicating that resumption of 
work will not endanger her health. 

3.​ The pregnant employee shall give at least six (6) weeks written notice of the date 
she will start maternity leave. The Board may require that she provide a medical 
certificate certifying that she is pregnant and the expected date of delivery. 

4.​ The pregnant employee is entitled to start maternity leave on the date specified in 
her written notice. 

5.​ During the twelve (12) weeks immediately before the estimated date of delivery, the 
Board may give written notice requiring an employee to start maternity leave if the 
pregnancy of the employee interferes with the performance of her duties. 

Parental Leave 
1.​ Employees are entitled to a maximum of sixty-two (62) consecutive weeks of 

parental leave as follows: 

1.1​ In the case of an employee entitled to maternity leave, immediately following 
the last day of maternity leave. 

1.2​ In the case of an eligible parent, completed within seventy-eight (78) weeks 
after the child’s birth. 
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1.3​ In the case of an eligible adoptive parent completed within seventy-eight (78) 
weeks after the child is placed with the adoptive parents for the purpose of 
adoption. 

2.​ Parental leave may be taken by one parent or shared between two parents but 
shall not exceed sixty-two (62) weeks in total. 

3.​ If the Board employs both parents, the Board is not required to grant parental leave 
to more than one parent at a time. 

4.​ The employee shall give at least six (6) weeks' written notice of the date the 
employee will start parental leave unless: 

4.1​ The medical condition of the birth mother or child makes it impossible to 
comply with this requirement. 

4.2​ The date of the child's placement with the adoptive parent was not 
foreseeable. 

5.​ The employee is entitled to start parental leave on the date specified in the written 
notice. 

6.​ An employee who takes maternity leave is not required to give separate notice of 
parental leave unless she originally agreed only to take maternity leave. 

7.​ An employee who intends to share parental leave must advise the Board. 

8.​ An employee who is an expectant father is eligible for two (2) days of paternity 
leave with pay at the time of the birth of his child. 

Resumption of Employment 
1.​ An employee shall give at least four (4) weeks written notice of the date the 

employee intends to resume work and, in any event, notice must be given no later 
than four (4) weeks before the end of the leave period. 

2.​ The Board will: 

2.1​ Reinstate employees in the positions they occupied at the time the maternity 
or parental leave started. 

2.2​ Provide the employee with alternative work of a comparable nature, at not less 
than the same salary, entitlements and other benefits that had accrued to the 
date when the maternity or parental leave stated. 

3.​ An employee who does not wish to resume employment after maternity or parental 
leave shall give the Board at least four (4) weeks' written notice of intention to 
terminate employment. 

Common Provisions 
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1.​ The Board shall not terminate the employment of, or lay off, an employee who has 
started her maternity leave or who is entitled to, or has started, parental leave. 

2.​ Employees on maternity or parental leave may prepay the full cost of the benefits 
plan to continue coverage excluding Long– and Short–Term Disability. 

3.​ The Board will consider requests for an extension to maternity and/or parental 
leave on an individual basis. 

Compassionate Leaves 
1.​ Permanent ten-month and twelve-month support staff are entitled to a temporary 

leave of absence with pay as follows: 

1.1​ Up to five (5) working days for the critical illness and/or death of a spouse, 
parent, child, brother, sister, parent of spouse, grandparent, grandchild, 
grandparent of a spouse, brother-in-law, sister-in-law, daughter-in-law, 
son-in-law, or other relative who is a member of the employee’s household. 

1.2​ Up to five (5) working days for the death of a spouse, parent, child, brother, 
sister, parent of spouse, grandparent, grandchild, grandparent of spouse, 
brother-in-law, sister-in-law, son-in-law, daughter-in-law, or close friend. 

1.3​ Additional days for necessary travel may also be granted, at the discretion of 
the Board. 

Other Temporary Leaves 
1.​ Permanent ten-month and twelve-month support staff are entitled to other 

temporary leaves of absence without pay, for personal reasons, as identified within 
the provisions of the current Support Staff Collective Agreement. 

Benefits Plan 
1.​ Permanent support staff are eligible to participate in the benefits plan on a cost 

sharing basis with the Board, as detailed in the current Support Staff Collective 
Agreement. 

2.​ Casual employees are not eligible to participate in the Benefits Plan. Temporary 
employees are eligible to participate in the benefits plan after a successful six (6) 
month probationary period is completed. 

3.​ The Board will make available a Group Insurance Plan consisting of Life Insurance, 
Accidental Death and Dismemberment, Long–Term Disability and Short–Term 
Disability. 

4.​ Participation in the Group Insurance Plan shall be a condition of employment for all 
full-time eligible support staff. 

5.​ The Board's contribution to the premiums for the Group Insurance Plan is not 
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proportionately limited for part–time employees. 

6.​ The Board will make available group benefits including Extended Healthcare, 
Dental care, Vision benefits and an Employee and Family Assistance Program 

8. Part time employees may participate in any of the plans provided, however the 
Board’s portion of the premiums shall be on a pro-rata basis. 

10. Employees granted a leave of absence without pay are eligible for the Benefits Plan 
(except Short–Term Disability and Long–Term Disability) at no cost to the Board, 
unless otherwise provided by the Board. 

11. The Employment Insurance Premium Reduction shall be shared in accordance with 
the Employment Insurance Act, as amended. 

Approved:​ September 2016 
Reviewed:​ August 2023 
Revised:​ September 2023 
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