
Employment Standards Guide for Employees
Basic information on pay, time off, breaks, and more

This publication explains what is required under the Alberta occupational health and 
safety legislation as it relates to harassment and violence.

KEY INFORMATION
•   �Harassment and violence are workplace hazards.
•   �Employers must develop harassment and violence prevention plans.
•   �Employers and supervisors must ensure workers are not subject to or participate in 

workplace harassment or violence.
•   �Workers must refrain from causing or participating in harassment or violence.

Harassment and violence can take place at any work site and may range from 
disrespectful remarks to physical aggression. Addressing issues early on can prevent 
acts of bullying and harassment from progressing to acts of physical violence. Alberta’s 
occupational health and safety legislation includes requirements to help prevent 
workplace harassment and violence and address incidents when they do occur.

Workplace harassment
What is workplace harassment? The definition of harassment in the Occupational 
Health and Safety (OHS) Act includes a broad range of harassing behaviours workers 
can be subjected to, or participate in.
Workplace harassment is behaviour intended to intimidate, offend, degrade or 
humiliate a particular person or group. It is a serious issue and creates an unhealthy 
work environment resulting in psychological harm to workers.
Harassment is a workplace hazard. It must be addressed during a hazard assessment.
Harassing behaviour can include:
•   �Unwelcome conduct, comments, gestures or contact that cause offence or 

humiliation (e.g. name-calling, harassing phone calls, spreading rumours).
•   �Deliberate misgendering (i.e. referring to a person using terms or pronouns that do 

not align with the person’s affirmed gender).
•   �Physical or psychological bullying that creates fear or mistrust or that ridicules or 

devalues the individual (e.g. fist shaking, yelling).
•   �Exclusion or isolation of individuals.
•   �Intimidation (e.g. standing too close or making inappropriate gestures/comments).
•   �Cyberbullying (e.g. posting or sending offensive or intimidating messages through 

social media or email).
•   �Deliberately setting the individual up to fail (e.g. making unreasonable demands, 

setting impossible deadlines, interfering with work).
•   �Intentionally withholding information or giving the wrong information.
•   �Taking away work or responsibility without cause.
•   �Displaying or circulating offensive pictures or materials in print or electronic form.

What isn’t workplace harassment? It is not considered harassment when an 
employer or supervisor takes reasonable actions while managing and directing 
workers. Reasonable actions considered to be part of a manager’s or supervisor’s 
work functions include changing work assignments, scheduling, assessing and 
evaluating work performance, inspecting workplaces, implementing health and 
safety measures, and taking disciplinary action such as dismissing, suspending, 
demoting, or reprimanding with just cause. When done reasonably and fairly, these 
actions should not be considered to be workplace harassment.
Differences of opinion or minor disagreements between co-workers are also not 
considered workplace harassment. However, these situations can turn into harassment 
if steps are not taken to resolve the conflict. Similarly, difficult conditions of 
employment, such as professional practice limitations, organizational changes, or 
financial restrictions, are not considered harassment.
Work-related stress, on its own, does not constitute harassment. However, an 
accumulation of stress factors resulting from harassing behaviours such as those 
described earlier may result in a har0.0375 inassment situation.
Workplace violence
What is workplace violence? Violence in the workplace could put worker at risk 
of physical or psychological harm. Workplace violence can include:
•   �Physical attack or aggression (e.g. hitting, shoving, pushing or kicking a worker, 

throwing an object at a worker, kicking an object the worker is standing on, such  
as a ladder).

•   �Threatening behaviour (e.g. shaking a fist in a worker’s face, wielding a weapon at 
work, trying to hit a worker, trying to run down a worker using a vehicle or 
equipment such as a forklift, destroying property or throwing objects).

•   �Verbal or written threats (e.g. verbally threatening to attack a worker, leaving 
threatening notes or sending threatening emails to express an intent to inflict harm 
on a worker).

•   �Domestic violence.
•   �Sexual violence.
Violence is a workplace hazard. It must be addressed during a hazard assessment.

Domestic violence

Domestic violence is a pattern of behaviour used by one person to gain power and 
control over another with whom the person has or has had a personal relationship, 
including dating, marriage, adult interdependent partnerships, custody, blood 
relationships and adoption.
Behaviours can range from subtle, intimidating behaviours to violent acts that result 
in physical harm or death. Domestic violence can include physical violence, sexual 
abuse, financial control, emotional and psychological intimidation, verbal abuse, 
stalking, and using electronic devices to harass and control.
Domestic violence becomes a workplace hazard, not a limited personal issue, when it 
occurs at, or spills over into, the workplace. It may put the targeted worker at risk and 
may pose a threat to co-workers.
Read Domestic violence in the workplace to learn more.
Sexual violence Sexual violence as a workplace hazard refers to any sexual act, 
attempt to obtain a sexual act, or other act directed against a worker’s sexuality using 
coercion, by any person regardless of their relationship to the victim, in a workplace 
or work related setting.
Sexual violence exists on a continuum from obscene name-calling to rape and/or 
homicide, and includes on-line forms of sexual violence (e.g. Internet threats and 
harassment) and sexual exploitation.
Obligations of work site parties Social expectations about what constitutes 
workplace health and safety have changed over time. Issues such as psychological 
health (particularly workplace harassment and bullying) are included in occupational 
health and safety legislation. As part of the roles of individuals at the work site, the 
OHS Act and OHS Code define specific duties employers, supervisors and workers 
must follow to address harassment and violence at the workplace.
The OHS Act states:
•   �Employers must, as far as reasonably practicable, ensure their workers are not 

subject to or participate in harassment or violence at the work site.
•   �Supervisors must, as far as reasonably practicable, ensure workers under their 

supervision are not subject to or participate in harassment or violence at the work site.
•   �Workers must refrain from causing or participating in harassment or violence.
Hazard assessment The hazard assessment and control process is a documented 
approach to prevent work-related illness or injury.
Employers must identify situations that could put workers at risk of harassment or 
violence at the workplace. Recognizing these real and potential hazards, employers can 
take steps to eliminate or control them and prevent harm to workers.
A team approach is necessary when doing hazard assessments. If you have a joint 
health and safety committee (HSC) or health and safety (HS) representative, they must 
be involved. You must also involve workers affected by the hazards.

In addition, the employer must ensure that all workers who may be affected by the 
hazards know the necessary health and safety measures or procedures to keep 
themselves and others healthy and safe on the job. Supervisors must advise workers 
under their supervision about all known and possible hazards in their work area.
Find more information on the hazard assessment process in Hazard assessment and 
control: a handbook for Alberta employers and workers. See Health and safety 
committees and representatives for details about HSCs and HS representatives.
Harassment prevention plan and violence prevention plan Every employer 
must develop and implement a harassment prevention plan and violence prevention 
plan at the workplace.
The plans must be in writing and readily available for reference by workers at the work 
site. Both paper and digital formats are acceptable.
A harassment prevention plan must include a harassment prevention policy and 
harassment prevention procedures. A violence prevention plan must include a 
violence prevention policy and violence prevention procedures.
When developing and implementing the plans, the employer must consult with the HSC 
or an HS representative if one exists. If your work site is exempt from having a committe-e 
or representative, the employer must involve workers affected by these hazards when 
setting up and implementing the prevention plans.
Review of plans In order to protect workers from workplace harassment or 
violence, the employer is required to review the plans every three years, or more often 
as necessary. The review should focus on whether the policy and procedures are 
current and if there are any deficiencies or gaps to address. If revisions are necessary, 
ensure they adequately address the prevention of harassment or violence and that 
the policies and procedures are current.
The prevention plans may need to be reviewed more often if recommended by the HSC 
or HS representative.
An incident of harassment or violence also triggers a review of the plan. If there is an 
incident of harassment or violence within three years of the most recent review of the 
associated prevention plan, the plan will need more frequent review.
Employers must consult the HSC and HS representative, if one exists, when reviewing 
and revising the plans. The employer must consult affected workers if there is not an HSC 
or HS representative.
Policies and procedures Harassment prevention and violence prevention policies 
form an important framework for the proactive prevention and management of 
harassment and violence in the workplace. Clear policies set overall expectations that 
harassment and violence are not tolerated in the work environment.
Procedures, as distinguished from the policy itself, outline the methods or processes 
required to make the policy work on a day-to-day basis. The procedures establish a 
way of doing things that the employer and workers are to follow.
Samples of harassment and violence policies and procedures are provided in this 
bulletin, starting on page 7. Word versions are online in Harassment and violence in 
the workplace: prevention templates.

Harassment prevention policy A harassment prevention policy must state that:
•   �The employer is committed to eliminating the hazard of harassment, or if the hazard 

cannot be eliminated, it will be controlled.
•   �The employer will investigate all incidents of harassment and take corrective action 

to address the incidents.
•   �The employer will not disclose the circumstances related to an incident of harassment 

or the names of the parties involved (including the complainant, the person alleged 
to have committed the harassment, and any witnesses) except where necessary:
-   �to investigate the incident or to take corrective action,
-   �to inform the parties involved in the incident of the results of the investigation 

and corrective action taken, or
-   �as required by law.

•   �The harassment prevention policy is not intended to discourage a worker from 
exercising rights pursuant to any other law, including the Alberta Human Rights Act.

Harassment prevention procedures The harassment prevention procedures 
must include the procedure for:
•   �Workers to report workplace harassment.
•   �The employer when documenting, investigating and implementing controls.
•   �Informing the parties involved (including the complainant, the person alleged to have 

committed the harassment, union officials who make the complaint) in an incident of 
harassment of the results of the investigation and corrective action to be taken.

Violence prevention policy A violence prevention policy must state that:
•   �The employer is committed to eliminating the hazard of violence, or if the hazard 

cannot be eliminated, it will be controlled.
•   �The employer will investigate all incidents of violence and take corrective action to 

address the incidents.
•   �The employer will not disclose the circumstances related to an incident of violence 

or the names of the complainant, the individual alleged to have committed the 
violence, and any witnesses, except where necessary:
-   �to investigate the incident or to take corrective action,
-   �to inform the parties involved in the incident of the results of the investigation 

and corrective action taken,
-   �to inform workers of a specific or general threat of violence or potential violence, 

or
-   �as required by law.

•   �The employer will only disclose the minimum amount of personal information needed 
to inform workers of a specific or general threat of violence or potential violence.

•   �The violence prevention policy is not intended to discourage a worker from 
exercising rights pursuant to any other law.

Violence prevention procedures The violence prevention procedures must include 
the procedure for:
•   �Disclosing information that is necessary to address specific and general threats of 

violence (including personal information).
•   �Workers to obtain immediate assistance.
•   �Workers to report workplace violence.
•   �Documenting, investigating and implementing measures to eliminate or control 

violence.
•   �Informing the parties involved (including the complainant, the person alleged to 

have committed the violence, union officials who make the complaint) in an incident 
of violence of the results of the investigation and corrective action to be taken.

Violence prevention procedures must also include:
•   �Information about the nature and extent of the hazard of violence, including 

information related to specific or general threats of violence or potential violence.
•   �Measures the employer will take to eliminate or control the hazard.
Flexibility – it’s your worksite An employer may organize information for the 
harassment and violence prevention policies and procedures in a manner that suits 
the organization. For example, the employer may combine the two prevention 
policies into one document. Occupational health and safety legislation establishes 
general principles along with specific provisions. As a long as all the legislative 
requirements are met, an employer has flexibility.
Worker training An employer must instruct workers on the hazard of workplace 
harassment and violence, how to recognize the signs of danger, what to do about it, 
and how to report it.

Contact us

OHS Contact Centre
Anywhere in Alberta  •  1-866-415-8690
Edmonton and surrounding area  •  780-415-8690
Deaf or hard of hearing (TTY)  •  1-800-232-7215 (Alberta)  •  780-427-9999 (Edmonton)
Notify OHS of health and safety concerns alberta.ca/file-complaint-online.aspx

Report a workplace incident to OHS  alberta.ca/ohs-complaints-incidents.aspx
Website  alberta.ca/ohs

Get copies of the OHS Act, Regulation and Code
Alberta King’s Printer  alberta.ca/alberta-kings-printer.aspx

OHS  alberta.ca/ohs-act-regulation-code.aspx

Employers in the retail fuel and convenience sector must meet additional 
requirements when developing and implementing a violence prevention plan. 
To learn more, read Workplace violence prevention plan: employer guide for 
retail fuel and convenience stores.

“Harassment” is any single incident or repeated incidents of objectionable or 
unwelcome conduct, comment, bullying or action by a person that the person 
knows or ought reasonably to know will or would cause offence or humiliation 
to a worker, or adversely affect the worker’s health and safety, and includes

(i)   �conduct, comments, bullying or actions because of race, religious beliefs, 
colour, physical disability, mental disability, age, ancestry, place of origin, 
marital status, source of income, family status, gender, gender identity, 
gender expression and sexual orientation, and

(ii)   �a sexual solicitation or advance,
but excludes any reasonable conduct of an employer or supervisor related to the 
normal management of workers or a work site.                                    OHS Act s. 1(n)

“Violence”, whether at a work site or work-related, means the threatened, attempted 
or actual conduct of a person that causes or is likely to cause physical or psychological 
injury or harm, and includes domestic or sexual violence.                           OHS Act, s. 1(rr)

When an employer is aware that a worker is or is likely to be exposed to domestic 
violence at a work site, the employer must take reasonable precautions to 
protect the worker and any other persons at the work site likely to be affected.

OHS Code Part 27, s. 390.3

Refer to Part 27 of the OHS Code for the requirements in developing harassment 
and violence prevention policies and procedures.

An employer must ensure that workers are trained in
a)   �the recognition of violence and harassment,
b)   �the policies, procedures, and workplace arrangements that effectively 

eliminate or control violence and harassment,
c)   �the appropriate response to violence and harassment, including procedures 

for obtaining assistance, and
d)   �the procedures for reporting, investigating and documenting incidents of 

violence and harassment.                                                   OHS Code, Part 27, s. 391

Call the OHS Contact Centre if you have concerns that involve immediate danger 
to a person on a work site.

Health and safety committees and representatives  OHS information for employers and workers
This bulletin gives information about Alberta’s joint health and safety committee 
(HSC) and health and safety representative (HS representative) requirements.

KEY INFORMATION
•  �The Occupational Health and Safety (OHS) Act and Part 13 of the OHS Code give 

the legal requirements for HSCs and HS representatives in Alberta.

HSC and HS representative roles
HSC – A group of worker and employer representatives working together to address 
health and safety concerns.
HS representative – An individual worker representative who works with the employer 
to address health and safety concerns.
•  �HSCs and HS representatives are an important part of the internal responsibility 

system because they allow meaningful participation in health and safety.
•  �HSCs and HS representatives serve as advisors to the employer.
•  �Regulated work site parties who have control of work sites – such as prime 

contractors and employers – are responsible for implementing solutions.

Establishing an HSC or HS representative Sections 13 and 14 of the OHS Act outline 
when an employer must put an HSC in place or designate a HS representative.
•  �An employer must establish an HSC if the employer regularly employs 20 or more 

workers.
•  �An employer must designate an HS representative if the employer regularly employs 

five to 19 workers.
•  �Alberta OHS directors can also require an HSC or an HS representative at any work site.

Work sites with multiple employers If there are two or more employers at a work site, 
the employers may be required to work together to establish an HSC or designate an HS 
representative. Workers from any of the employers on site can be selected for these roles.
•  �If there are 20 or more regularly employed workers in total at the site, the employers 

must establish a work site HSC.
•  �If there are five to 19 regularly employed workers in total at the site, the employers 

must designate a work site HS representative.
•  �When there is a prime contractor at a work site, they must establish a system to ensure 

compliance with occupational health and safety laws and employer-worker cooperation 
on health and safety. The prime contractor must also designate a person to ensure 
cooperation and system implementation. (An HSC or HS representative is not required).
-  �Workers at a work site with a prime contractor can still access their employer-based 

HSC or HS representative.
For more information, read Prime contractor role and duties.
HSC membership The OHS Act set outs the basic rules for HSC structure. These are:
•  �HSCs must have worker and employer members. Worker members represent the 

workers and employer members, their employer.
•  �Worker members must work for the employer. They cannot be managers or supervisors.
•  �Unionized workers must be represented, if applicable.
•  �There can’t be more employer members than worker members on an HSC.
Part 13 of the OHS Code gives further direction about HSC membership. Under the 
code, employers must decide how many worker members the HSC needs, and set a 
reasonable timeframe for the selection. The number of worker members must fairly 
represent both unionized and non-unionized workers. There also must be the right 
number and type of worker members to address relevant health and safety concerns.
•  �Applicable unions select HSC members to represent unionized workers.
•  �Non-unionized workers select their own HSC members.
•  �If worker members aren’t selected by the union or non-unionized workers within the 

set time, the employer must select those worker members.
The employer selects the HSC employer members.
HSC co-chairs HSCs must have two co-chairs. Employer members select one co-chair, 
and worker members, the other co-chair.

HS representative designation Under the OHS Act, employers designate an HS 
representative, if one is required. HS representatives must work for the employer. They 
cannot be managers, supervisors or contracted service providers.

HSC and HS representative duties
The core duties of an HSC are set out in section 13(6) of the OHS Act. These are:
•  �The receipt, consideration and disposition of worker health and safety concerns.
•  �Participating in the employer’s hazard assessment process.
•  �Making recommendations about worker health and safety to the employer.
•  �Reviewing the employer’s work site inspection records.
HS representatives perform the same duties as HSCs. However, they can modify these 
as needed, because they are one person (not a group).
Alberta OHS officers may ask an HSC member, their designate or the HS representative 
to accompany them on inspections.

Employer duties

Related general duties Part 1 of the OHS Act sets out general obligations for all 
regulated work site parties. An employer’s general duties include requirements 
related to both HSCs and HS representatives.
•  �Employers must ensure, as far as reasonably practicable, that health and safety 

concerns raised by workers, supervisors and the HSC or HS representative are 
resolved in a timely manner.

•  �Employers must ensure that HSCs or HS representatives comply with their legislated 
HSC or HS representative requirements.

•  �Employers must make health and safety information related to work site hazards, 
controls, work practices and procedures readily available to workers, HSCs, HS 
representatives or prime contractors.

•  �Employers must make sure that workers and the HSC or HS representative have 
ready access to the OHS legislation.

Part 13 Code requirements Part 13 of the OHS Code sets out requirements for 
employers in relation to HSC and HS representatives. Along with their duties in 
relation to establishing HSC membership, employers must:
•  �Ensure the HSC develops a written terms of reference that includes the elements 

specified in the code. (See below.)
•  �Keep a record of HSC member or HS representative names and contact information.
•  �Clearly post how to contact the HSC or HS representative at all applicable work sites. 

(Or share by another means, if the HSC or HS representative agree.)
•  �Keep HSC special meeting minutes readily available for two years, in case either an 

HSC member or Alberta OHS officer wants to see them.
•  �Ensure HSC members or HS representatives are trained per code requirements.  

(See below.)

Other legislated requirements Other provisions of the OHS Act and Code include 
employer requirements related to HSCs or HS representatives. These support the HSC and 
HS representative’s core duties and their role in an effective internal responsibility system.
For example, from the OHS Act, employers must report work refusals to the HSC or HS 
representative as soon as possible. Employers also must provide specific reports – such 
as work refusal reports or certain investigation reports – to the HSC or HS representative.
As well, from the OHS Code, there are a number of employer requirements related to 
HSCs or HS representatives.

•  �Section 22(3) requires employers inform the HSC or HS representative about worker 
overexposures, in writing.

•  �Sections 390(2), 390.4(2) and 390.7 set out requirements that involve HSCs or HS 
representatives in the development, implementation, and review of violence and 
harassment prevention plans.

•  �Section 397(2) requires HSC or HS representative involvement in developing and 
implementing certain procedures related to hazardous products.

•  �Sections 407 and 411(1) ensure HSCs and HS representatives have access to safety 
data sheets and, in the case of an employer who manufactures a hazardous product, 
toxicological data.

HSC terms of reference Section 197 of the OHS Code says that an HSC’s terms of 
reference must include:
•  �The term of office for HSC members.
•  �How often the HSC meets and how it keeps records.
•  �Processes for:

-  �Selecting co-chairs.
-  �Selecting worker members that represent the employer’s workers.
-  �Conducting meetings.
-  �Forwarding health and safety concerns to the employer.
-  �Replacing a member during their term of office.
-  �Resolving disputes, if the HSC members can’t agree on a recommendation to  

the employer.
-  �Addressing circumstances where HSC members are not carrying out their duties.

These are minimum requirements only. HSCs can include other processes or 
requirements in their terms of reference, as needed to carry out their role and duties.

Quorum Quorum is the minimum number of HSC members who must be present at 
a meeting to carry out valid business. At least half of the members must be present for 
there to be a quorum. Both worker and employer members must be present with at 
least half of those present being worker members.

Training Under the OHS Code, employers must train HSC members or HS 
representatives. The training must include:
•  �The roles and responsibilities of co-chairs, HSC members and HS representatives.
•  �Work site party obligations.
•  �Worker’s rights under the OHS Act.
Employers can develop and provide the training themselves, or use an outside 
training provider.

Special meetings HS representatives can call special meetings with an employer to 
deal with health and safety concerns at the work site.
An HSC must hold a special meeting if asked to do so by an OHS officer. HSCs can also 
call special meetings if they are following a process specified in their terms of reference.

At work Workers who are HSC members and HS representatives are considered to be 
“at work” when they are performing their duties, functions or attending training 
related to those duties.
The OHS Act stipulates that HSCs must hold their meetings and carry out their duties 
and functions during normal working hours. HS representatives also must carry out 
their duties and functions during normal working hours.

Voluntary HSCs or HS representatives If an employer or multi-employer work site is not 
required to have a HSC or HS representative, they may still put one in place. In this case, 
the employer, employers or prime contractor (as applicable) can establish its own 
processes and rules for the voluntary HSCs or HS representatives. The rules about HSCs 
and HS representatives only apply when those are required under the OHS Act and Code.
A voluntary HSC can exist alongside, but can’t replace, a required HS representative 
(unless the committee follows legal requirements per Section 14(6) of the OHS Act). 
 
Contact us
OHS Contact Centre
Anywhere in Alberta • 1-866-415-8690 Edmonton and surrounding area •  
780-415-8690
Deaf or hard of heari4ng (TTY) • 1-800-232-7215 (Alberta) • 780-427-9999 
(Edmonton)
Notify OHS of health and safety concerns alberta.ca/file-complaint-online.aspx 
Call the OHS Contact Centre if you have concerns that involve immediate 
danger to a person on a work site. 
Report a workplace incident alberta.ca/ohs-complaints-incidents.aspx 
Website alberta.ca/ohs 
Get copies of the OHS Act, Regulation and Code 
Alberta Kings’s Printer alberta.ca/alberta-kings-printer.aspx 
OHS alberta.ca/ohs-act-regulation-code.aspx

INTERNAL RESPONSIBILITY SYSTEM The internal responsibility system gives 
everyone in the workplace accountability for health and safety, in proportion to 
their authority and control on the work site.
For more information, read Occupational health and safety and the internal 
responsibility system.

REGULARLY EMPLOYED The OHS Regulation states unwaged workers (volunteers) 
are not included in the count of regularly employed workers, for the purposes of 
determining if an HSC or HS representative is required.

VOLUNTEERS Volunteers are workers with the same rights and protections under 
OHS legislation. Although they don’t count as regularly employed (see above), 
volunteers can still serve as an HSC member or an HS representative.

CONSULTATION Employers must consult with unions representing their workers 
before putting a required HSC or HS representative in place.

FARMS AND RANCHES The OHS Act and Part 13 of the OHS Code apply to certain 
farm and ranch operations. Where applicable, farm and ranch employers of 
waged, non-family workers only have to train HSC co-chairs or HS representatives 
– not all HSC members.
For more information, read Health and safety on Alberta farms and ranches.
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WORKERS RIGHTS
You deserve a safe and healthy workplace.
Know your rights and how to use them, to help reduce the risk of getting sick or injured on the job.

Know about workplace hazards and have access to basic health and 
safety information.
Tip:   �ask your supervisor, or employer, about the hazards of your job and where to find health and 

safety information.

Participate meaningfully on matters that affect your health and safety  
at work.
Tip:   �take part in health and safety activities such as hazard assessment.

Refuse work you believe is dangerous.
Tip:   �your employer cannot take disciplinary action against you (such as firing, transferring or 

intimidating you, or cutting your pay) for refusing work that is a serious and immediate danger 
to you or others.

Have concerns or questions, need to talk or want more information? Phone the OHS Contact Centre.  
You don’t have to give your name to OHS. Calls can be anonymous.

1-866-415-8690 (Throughout Alberta) 780-415-8690 (Edmonton) 1-800-232-7215 (TTY)

PTC005 © 2022 Government of Alberta
This material is for information only and is current to January 2022. For confirmation of legal requirements, refer to the current applicable legislation, 
as the law is constantly changing.
The Crown, its agents, employees or contractors will not be liable to you for any damages, direct or indirect, arising out of your use of the information.

INJURIES AT WORK

� �
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Tell your

employer
details of your injury.

After receiving 
notice, your 

employer is required 
by law to report the 

injury within 72 hours if:

•   �You need treatment 
beyond first aid, or

•   �You missed time from 
work or adjusted your 
job beyond the day of 
accident.

•   �They are required 
by law to report the 
injury to WCB within 
48 hours.

•  �Let your doctor know 
WCB can help them 
expedite testing and 
consultations for you, 
if needed.

Tell your

doctor
physiotherapist or
chiropractor you were
injured at work.

Tell

WCB — it’s your right.
Report in the myWCB worker mobile app.
Available in the App Store and Google Play.

You can also report online at wcb.ab.ca.

Hurt at
work?

Get the immediate first aid you need,
then follow these steps.

WCB-123 AUG 2021

Note: Employers are required under the Workers’ Compensation Act, Section 145, to hang this poster in a place where employees can see it.

Need more information?
Call toll free 1-866-922-9221 or visit our website at www.wcb.ab.ca

Report early
The sooner WCB gets your 
information, the faster they  
can help you get better.

Remember
Modified work is a safe way to resume your 
job. Talk to your doctor and employer to find 
things you can do at work while recovering.

KNOW YOUR RESPONSIBILITIES

PAYDAY NOTICE

Regular Paydays for Employees of

_________________________________________________________________________________________________
(Company Name)

Shall be as follows:

By: ________________________________________________Title: _____________________________________________________

Weekly Bi-Weekly Monthly Other __________________________

Minimum Wage Basic Rules 
- Employers must pay at least the minimum wage.  
- The current general minimum wage applies to all employees, with the exception of    
   students under 18. 
- A job creation student wage was implemented June 26, 2019. Restrictions apply.  
- Wages don’t include tips or expense money. 
- There are separate weekly and monthly minimum wages for some salespersons    
   and domestic employees. 
- Employees must be paid at least 3 hours of pay at the minimum wage each time  
  they go to work even if they’re sent home after less than 3 hours, unless the  
  employee is not available to work the 3 hours.  There are some exceptions to this                  
  rule for employees in the Employment Standards Regulation (Part 2, Section 11) or  
  where a variance has been issued. 
- Maximum deductions below minimum wage for provided meals and lodging are  
  $3.35 per consumed meal and $4.41 per day’s lodging. 
Minimum Wage Rates  
The following minimum wage rates are set out in the Employment Standards 
Regulation:

 
 
 
 
 
Hours of Work Basic Rules 
An employee may work a maximum of 12 hours a day unless an exception occurs. 
An employee is entitled to one 30-minute paid or unpaid break after the first 5 
hours of work for shifts that are between 5 and 10 hours long. For shifts 10 hours or 
longer, an employee is entitled to two 30-minute breaks. An employee is not 
entitled to any breaks if their shift is 5 hours or less. If an employer and an employee 
agree, the break may be taken in 2 periods of at least 15 minutes. Employees are 
entitled to at least one day of rest each work week. 
Daily Hours of Work 
An employee’s work must be confined within a period of 12 consecutive hours per 
day, unless one of the following occurs: 
- an accident occurs or urgent work is required 
- other unforeseeable or unpreventable circumstances a variance authorizes  
  longer hours 
3-Hour Minimum 
Employees must be paid for at least 3 hours of pay at the minimum wage each time 
they’re required to report to work, or come to work for short periods. This 3-hour 
minimum doesn’t apply if the employee isn’t available to work the full 3 hours. 
 
If an employee works for fewer than 3 consecutive hours, the employer must pay 
wages that are at least equal to 3 hours at the minimum wage. 
 
 If an employee’s regular wage is greater than the minimum wage, the employer 
may pay them for less than 3 hours of work at this higher rate. 
 
Notice of Work Times 
Employers must notify their employees of the time that work starts and ends. The 
employer can do this by posting notices where they can be seen by employees, or 
by other reasonable methods. 
Rest Between Shifts 
An employee must not be required to change from one shift to another without at 
least 24 hours written notice and at least 8 hours rest between shifts. 
Daily Rest Periods (Breaks) 
Employers must give their employees breaks as follows: 
 
 
 
 
 
 
 
If an employer and an employee agree, the break may be taken in 2 periods of at 
least 15 minutes. If the employer and the employee cannot agree on a break 
schedule: The employer must provide at least 30 minutes within or immediately 
following the first 5 hours of the shift (at a time chosen by the employer) 
For shifts 10 hours or longer, the employer must provide at least 30 minutes within 
or immediately following the first 5 hours of the shift (at a time chosen by the 
employer) and a second break of at least 30 minutes after the first 5 hours of the 
shift. The exception to break entitlements would be if one of the following occurs: 
an accident occurs or urgent work is required other unforeseeable or unpreventable 
circumstances different break arrangements have been made through a collective 
agreement, or it is not reasonable for the employee to take a rest period; if the 
employee is unable to take their break, then it must be paid. While this is the 
minimum standard, employers may provide longer daily rest periods. 
 
Paid vs. Unpaid breaks 
Breaks can be paid or unpaid at the employer’s discretion. However, if the employer 
places restrictions on an employee’s activities during a break, such as prohibiting 
the employee from leaving the premises, the break must be paid. 
Days of Rest 
Employees are entitled to at least 1 day of rest each work week.Work weeks can be 
combined so the employee receives the following days of rest: 
Every employer must allow each employee at least 4 consecutive days of rest after 
each period of 24 consecutive work days. 
 

General Holiday Basic Rules 
There are 9 general holidays, also referred to as statutory holidays, in Alberta but 
employers can choose to recognize additional days as holidays. Employees must 
have worked for the same employer for at least 30 workdays in the 12 months prior 
to the holiday. Holiday pay depends on whether: the holiday falls on a regular day of 
work the employee works on the holiday. The same calculations of holiday pay 
apply to full-time, part-time, and casual employees. 

 
 
Basic Rules Vacation Time 
Employers must provide an annual vacation to most employees based on length of 
service to make sure they can rest from work without loss of income. 
Employers must give vacation time, and employees must take the vacation to which 
they’re entitled. 
Employees must work for one year before they’re entitled to vacation time 
Employees are entitled to these minimum paid vacations: 
2 weeks with pay after each of the first 4 years of employment 
3 weeks with pay after 5 consecutive years of employment 

Employee Entitlements 
Employers must give vacation time and employees must take the vacation to which 
they’re entitled. Where employees have already been paid vacation pay, their time 
off will be without additional pay. How vacation time is calculated 
The minimum vacation time an employee is entitled to during 12-month periods is 
as follows:

 
 
How Vacation Pay Is Calculated 
For employees paid monthly: 
For employees paid by monthly salary, the employer must pay the employee’s 
regular rate of pay for the time of their vacation. 
Each week of vacation pay is calculated by dividing their monthly wage by 4.3333 
(which is the average number of weeks in a month). 
For employees paid other than monthly: 
For employees who are paid hourly, weekly, or by commission or other incentive 
pay, the employer must pay:

 
 
Overtime Basic Rules 
Most employees are entitled to overtime pay. There are some exemptions for certain 
industries and professions. Overtime is all hours worked over 8 hours a day or 44 
hours a week, whichever is greater (8/44 rule). 
 
Pay Rate 
Except where there is a written overtime agreement, an employer must pay an 
employee overtime pay of at least 1.5 times the employee’s regular wage rate for all 
overtime hours worked. 
 
Calculating Overtime Pay 
Calculating overtime for salaried employees: 
Whether basic or special overtime rules apply, the formula for calculating overtime 
pay is the same. Overtime hours are calculated both on a daily and weekly basis, 
except in a few instances that require overtime to be calculated on a monthly basis. 
Overtime hours are whichever is the greater number of overtime hours of the daily, 
weekly, or (if applicable) monthly totals. 
It is important to note that even though the pay period may end mid-week, 
overtime pay is based on overtime hours for the work week, not the pay period.
Basic overtime pay rate: 
Overtime hours must be paid out at least 1.5 times the employee’s wage rate. This 
overtime rate of pay is multiplied by the total number of overtime hours that 
employee has worked. 
 
Banked Overtime 
Sometimes, instead of paying overtime pay, an employer may give an employee 
time off work with pay (banked overtime) at a rate of at least 1 hour for each 
overtime hour worked as part of an overtime agreement between the employer  
and employee. 
Employees must use up banked overtime within 6 months of the end of the pay 
period in which they earned it, unless there is a collective agreement that allows the 
overtime banking period to be extended. 
 
Exceptions 
Time off with pay (banked overtime) 
Sometimes, instead of paying overtime pay, an employer will give an employee time 
off work with pay (banked overtime) at a rate of 1 hour banked for each hour of 
work as part of a written overtime agreement between the employer and employee. 
This is the only exception to paying overtime at the rate of 1.5 times. 
Exceptions to the 8/44 rule If an employer establishes a work week of fewer than 44 
hours (for example, a 40-hour work week), overtime pay is still payable under the 
basic 8/44 rule. The exception to this is when a collective agreement, some other 
agreement, or the consistent practice of an employer has been established in 
writing that overtime hours are to be counted after working fewer than 8 hours in a 
work day or 44 in a work week. 
 
Basic Rules Termination 
Employees and employers must give each other notice of their intention to end  
the employment. An employer may end the employment of an employee by  
giving them: 
- Termination notice 
- Termination pay or 
- A combination of termination notice and termination pay if the period of  
  employment is 90 days or less, no notice is required from either party 
 
Termination notice is not required for seasonal or task specific employment. 
Notice period length is based on how long the employee has been working for the 
employer. 
The employer must pay the employee’s earnings with 10 days after the end of the 
pay period in which termination occurred, or 31 consecutive days after the last day 
of employment. 
Neither earnings nor other terms or conditions of employment may be reduced 
during the notice period. 
Employers are prohibited from requiring employees to use entitlements such as 
vacation or overtime during the termination notice period, unless agreed to by  
both parties. 
Deadline of payments for amounts owed: 
When employment is terminated, employers must pay the employees as follows: 
 - within 10 consecutive days after the end of the pay period in which termination  
  occurred, or 
- 31 consecutive days after the last day of employment. 
The employer may choose whichever option best suits their needs. 
Employees who wish to end their employment must give written notice to the 
employer. The length of notice period is based on how long they have worked for 
the employer: 
Table 1. Employee notice period needed for length of employment 
 
 
 
 
 
Termination by Employer 
When an employer terminates the employment of an employee 
Employers may give termination notice, termination pay or a combination of 
termination notice and termination pay. 
Termination Notice 
Employers who end their employee’s employment must give the employee, and 
ensure they receive, written termination notice. 
An employer must give written notice to their employee of at least: 
 
Table 2.  
Employer notice period needed for length of employment 
 
 
 
 
 
 
 
 
 
 
Filing a Complaint 
If you think your employer is not following the rules, talk withyour employer first 
and show them this guide for reference. If your issue is not resolved, find more 
details on filing a complaint: alberta.ca/EScomplaints

Breaks
LENGTH OF SHIFT BREAKS
5 hours or less No break entitlement
More than 5 hours but less than 10 hours At least one 30-minute break
10 hours or more At least two 30-minute breaks

CONSECUTIVE WORK WEEKS CONSECUTIVE DAYS OF REST
2 weeks 2 days
3 weeks 3 days
4 weeks 4 days

Length of Employment Number of weeks’ annual vacation
Less than 1 year Not entitled unless stated in contract
1 to 5 years 2 weeks
More than 5 years 3 weeks

Length of Employment Number of weeks’ annual vacation % of wages
Less than 1 year Not entitled unless stated in contract 4% of wages
1 to 5 years 2 weeks 4% of wages
More than 5 years 3 weeks 6% of wages

Notice period Length of employment
1 week More than 90 days but less than 2 years
2 week 2 years or more

ALBERTA GENERAL HOLIDAYS
New Year’s Day January 1

Alberta Family Day Third Monday in February

Good Friday Friday before Easter
Victoria Day Monday before May 25
Canada Day July 1, except when it falls on a Sunday, then it is July 2
Labour Day First Monday in September
Thanksgiving Day Second Monday in October
Remembrance Day November 11
Christmas Day December 25

OPTIONAL ALBERTA GENERAL HOLIDAYS
Easter Monday First Monday following Easter
Heritage Day First Monday in August
National Day for Truth 
and Reconciliation September 30

Boxing Day December 26

Type of employee Minimum wage
Most employees (general minimum wage) $15/hour
Students under 18 $13/hour (restrictions apply)
Salespersons (including land agents and 
certain professionals) $598/week

Domestic employees (living in their 
employer’s home) $2,848/month

Notice period Length of employment

1 week More than 90 days but less than 2 years

2 week 2 years but less than 4 years
4 week 4 years but less than 6 years
5 week 6 years but less than 8 years
6 week 8 years but less than 10 years
8 week 10 years or more
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Know your legal responsibilities and what to expect from others.

Have concerns or questions, need to talk or want more information?  
Phone the OHS Contact Centre. You don’t have to give your name to OHS. Calls can be anonymous.

1-866-415-8690 (Throughout Alberta)        780-415-8690 (Edmonton)        1-800-232-7215 (TTY)
PTC004 © 2022 Government of Alberta
This material is for information only and is current to January 2022. For confirmation of legal requirements, refer to the current applicable legislation, as the law is constantly 
changing. The Crown, its agents, employees or contractors will not be liable to you for any damages, direct or indirect, arising out of your use of the information.

As a worker, your responsibilities include: 
•   �protecting yourself, your coworkers and others.
•   �following the health and safety rules for your job.
•   �asking for training if you don’t know how to do something.
•   �using all hazard controls and wearing the required personal protective 

equipment (PPE).
•   �not causing or participating in violence and harassment.
•   �immediately reporting danger (including violence and harassment) to 

your supervisor or employer.
•   �telling your supervisor or employer if you have a physical, mental or 

emotional issue that could affect your ability to work safely.
•   �only doing dangerous work if you are competent to do so, or are 

directly supervised by a worker who is.
•   �following other occupational health and safety (OHS) requirements.

Your employer’s responsibilities include: 
•   �making sure you have the training, qualifications and 

experience needed to do your work safely.
•   �providing you with competent supervisors.
•   �preventing violence and harassment in your workplace.
•   �inspecting the space and informing you of, and protecting you 

from, all the hazards of your job.
•   �providing you with specific PPE to use.
•   �investigating all serious and potentially serious incidents.

EMPLOYMENT STANDARDS

INFORMATION SHEET

Protected areas and grounds
under the Alberta Human Rights Act
The purpose of the Alberta Human Rights Act (the Act) is to provide 
Albertans with protection of their human rights. The Alberta Human Rights 
Commission administers the Act. The Act allows people to make a complaint 
to the Commission if they feel that they have experienced harassment or 
have been discriminated against in the specific areas and under the specific 
grounds protected under the Act. The aim of the Commission’s complaint 
resolution process is to return the complainant to the position he or she 
would have been in if the discrimination or harassment had not occurred.

Protected areas The Act prohibits discrimination in the following areas:
•  �statements, publications, notices, signs, symbols, emblems or other 

representations that are published, issued or displayed before the public
•  �goods, services, accommodation or facilities customarily available to 

the public
•  �tenancy
•  �employment practices
•  �employment applications or advertisements
•  �membership in trade unions, employers’ organizations or occupational 

associations

Prohibitions regarding complaints The Alberta Human Rights Act 
prohibits a person from retaliating against any person who has made a 
complaint, or given evidence about a complaint, or assisted another 
person in making a complaint under the Act. If a person believes someone 
has taken retaliatory action against them for any of these reasons, the 
person may make a complaint under the prohibitions section of the Act.
The Act does not allow a person to make a frivolous or vexatious 
complaint with malicious intent. Anyone who has reason to believe that 
such a complaint has been made against them may make a complaint 
under the prohibitions section of the Act.

Protected grounds The Act provides protection from discrimination 
in the above areas under the following grounds. The descriptions below 
are not legal definitions. For more information about protected grounds, 
contact the Commission.

Race Includes belonging to a group of people, usually of a common 
descent, who may share common physical characteristics, such as  
skin colour.

Religious beliefs System of beliefs, worship and conduct (includes 
native spirituality).

Colour Colour of a person’s skin. Discrimination based on colour may 
include, but is not limited to, racial slurs, jokes, stereotyping, and verbal 
and physical harassment.

Gender The state of being male, female, transgender or two‑spirited. 
The ground of gender also includes pregnancy and sexual harassment.

Gender identity Refers to a person’s internal, individual experience of 
gender, which may not coincide with the sex assigned to them at birth. 
A person may have a sense of being a woman, a man, both, or neither. 
Gender identity is not the same as sexual orientation, which is also 
protected under the Act.

Gender expression Refers to the varied ways in which a person 
expresses their gender, which can include a combination of dress, 
demeanour, social behaviour and other factors.

Physical disability Any degree of physical disability, deformity, 
malformation or disfigurement that is caused by injury, birth defect or 
illness. This includes, but is not limited to, epilepsy; paralysis; amputation; 
lack of physical coordination; visual, hearing and speech impediments; 
and physical reliance on a guide dog, wheelchair or other remedial 
appliance or device.

Mental disability Any mental disorder, developmental disorder or 
learning disorder, regardless of the cause or duration of the disorder.

Age The Act defines age as 18 years of age or older, which means that 
individuals 18 and older are protected from age discrimination. However, 
there are three exceptions specified in the Act that allow for age restrictions: 
benefits for minors or seniors; seniors‑only housing; and age‑restricted 
condominiums, co‑operative housing units and mobile home sites, 
providing the age restrictions were in place before January 1, 2018.
Before January 1, 2018, age was not a protected ground in the area of 
goods, services, accommodation or facilities customarily available to the 
public or in the area of tenancy. The Commission cannot accept a 

complaint based on age in either of these two areas if the alleged 
incident of discrimination took place before January 1, 2018. In a 
complaint that cites multiple alleged incidents of discrimination that 
took place both before and after December 31, 2017, only the incidents 
that took place after December 31 will be covered under the Act, 
although the other incidents may be used for context.
For more information about age as a protected ground, see the 
Commission website at albertahumanrights.ab.ca/services/Pages/
age.aspx, or call the Commission’s confidential inquiry line. See Contact 
us below for contact information.
Individuals under the age of 18 are protected from discrimination in  
all of the protected areas and on all of the protected grounds except the 
ground of age. The Alberta Human Rights Commission can accept 
complaints about discrimination experienced by a person under  
18 years of age if the alleged discrimination is based on any of the other 
protected grounds.

Ancestry Belonging to a group of people related by a common heritage.

Place of origin Includes place of birth and usually refers to a country 
or province.

Marital status The state of being married, single, widowed, divorced, 
separated, or living with a person in a conjugal relationship outside 
marriage.

Source of income Source of income is defined in the Act as lawful source 
of income. The protected ground of source of income includes any income 
that attracts a social stigma to its recipients, for example, social assistance, 
disability pension, and income supplements for seniors. Income that does 
not result in social stigma would not be included in this ground.

Family status The state of being related to another person by blood, 
marriage or adoption.

Sexual orientation This ground includes protection from differential 
treatment based on a person’s actual or presumed sexual orientation, 
whether gay, lesbian, heterosexual, bisexual or asexual.
In addition to the areas and grounds discussed above, the Act protects 
Albertans in the area of equal pay. When employees of any gender 
(female, male, transgender or two‑spirited) perform the same or 
substantially similar work, they must be paid at the same rate.

Contact us
The Alberta Human Rights Commission is an independent commission 
of the Government of Alberta. Our mandate is to foster equality and 
reduce discrimination. We provide public information and education 
programs, and help Albertans resolve human rights complaints.

Hours of operation: 8:15 a.m. to 4:30 p.m.
Monday to Friday (holidays excluded)
Northern Regional Office (Edmonton)
800 – 10405 Jasper Avenue NW
Edmonton, Alberta T5J 4R7
780‑427‑7661 Confidential Inquiry Line
780‑427‑6013 Fax

Southern Regional Office (Calgary)
200 J.J. Bowlen Building
620 – 7 Avenue SW
Calgary, Alberta T2P 0Y8
403‑297‑6571 Confidential Inquiry Line
403‑297‑6567 Fax
To call toll‑free within Alberta, dial 310‑0000 and then enter the area 
code and phone number.

Email: humanrights@gov.ab.ca
Website: albertahumanrights.ab.ca

Please note: The Commission must receive your completed complaint 
form or letter within one year after the alleged contravention of the 
Alberta Human Rights Act. The one‑year period starts the day after the 
date on which the alleged contravention of the Act occurred. For help 
calculating the one‑year period, contact the Commission.
The Commission will make this publication available in accessible 
formats upon request for people with disabilities who do not read 
conventional print.
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HARASSMENT AND VIOLENCE IN THE WORKPLACEHARASSMENT AND VIOLENCE IN THE WORKPLACE

Employment Insurance (EI) provides regular benefits to individuals who lose their jobs through no fault of their own (for example, due to shortage 
of work, or seasonal or mass lay-offs) and are available for and able to work, but can’t find a job.
Always apply for EI benefits as soon as you stop working. You can apply for benefits even if you haven’t yet received your record of employment. If 
you delay filing your claim for benefits for more than 4 weeks after your last day of work, you may lose benefits.

Do You Qualify? The information below should be used as a 
guideline. We encourage you to apply for Employment Insurance (EI) 
benefits as soon as possible and let us determine if you’re eligible.
You need to demonstrate that you:
-  �were employed in insurable employment
-  �lost your job through no fault of your own
-  �are affected by flooding or wildfires
-  �have been without work and without pay for at least 7 consecutive 

days in the last 52 weeks
-  �have worked for the required number of insurable employment hours 

in the last 52 weeks or since the start of your last EI claim, whichever 
is shorter

-  �are ready, willing and capable of working each day
-  �are actively looking for work (you must keep a written record of 

employers you contact, including when you contacted them)
To prove your eligibility and to receive payments you may be entitled to, 
you’re required to complete bi-weekly reports by internet or telephone. 
Failure to do so can mean a loss of benefits.
You may not be eligible for EI benefits
-  �if you voluntarily left your job without just cause
-  �if you were dismissed for misconduct
-  �if you’re unemployed because you’re directly participating in a labour 

dispute (for example, a strike, lockout or other type of conflict)
-  �during a period of leave that compensates for a period in which you 

worked under an agreement with your employer, more hours than are 
normally worked in full-time employment

If you’re in jail You’re not entitled to receive EI benefits while you’re 
confined to a jail, penitentiary or other similar institution.
If you’ve been incarcerated but are later found not guilty by a court of 
law on all counts in relation to the event that led to your incarceration, 
your qualifying period and benefit period may be extended upon 
providing necessary proof.
Once you’ve applied for EI benefits, you’ll be asked to provide us with 
proof that you were confined to a jail, penitentiary or other similar 
institution and that you were not found guilty of the offence(s) from the 
event(s) for which you were being held.
For a qualifying period or benefit period to be extended, you’ll be asked 
to submit the following documents:
-  �a letter from the institution where you were incarcerated, specifying 

the dates of your incarceration
-  �documentation showing that no other outstanding charge(s) in 

relation to the event(s) that originally led to the incarceration exist, to 
confirm the time served is not being credited to any other charge(s) in 
relation to the original event or any other subsequent event

-  �proof that you have not been found guilty of the charge(s) from the 
original event that led to your incarceration

Keep these documents in a safe place. We’ll contact you and provide 
you with instructions on how to submit them.
You need at least 420 hours of insurable employment to qualify for EI
Number of hours of insurable employment required to qualify for EI
The qualifying period is the shorter of:
-  �the 52-week period immediately before the start date of your claim, or
-  �the period from the start of a previous benefit period to the start of 

your new benefit period, if you applied for benefits earlier and your 
application was approved in the last 52 weeks

Exception: In some cases, the qualifying period may be extended to a 
maximum of 104 weeks if you weren’t employed in insurable employment 
or if you weren’t receiving EI benefits.
Based on the unemployment rate in your area, you’ll need between  
420 and 700 hours of insurable employment during the qualifying 
period to qualify for regular benefits.
Information you need to apply Make sure your information is 
accurate before submitting it. A common mistake, like misspelling your 
parent’s last name at birth, can delay the processing of your claim.
Do not enter your parent’s first name, married name, or date of birth.
To complete the online EI application, you will need the following 
information:
-  �your social insurance number (SIN)
-  �if your SIN begins with a “9,” you will need to supply proof of your 

immigration status and work permit
-  �the last name at birth of 1 of your parents
-  �your mailing and residential addresses, including postal codes
-  �your complete banking information to sign up for direct deposit, 

including:
-  �the name of your financial institution
-  �your bank branch number
-  �your account number
-  �the names, addresses, dates of employment, and reason for separation 

for all your employers over the last 52 weeks
-  �your detailed version of the facts if you quit or were dismissed from 

any job in the last 52 weeks
-  �the dates, Sunday to Saturday, and earnings for each of your highest 

paid weeks of insurable earnings in the last 52 weeks or since the start 
of your last EI claim, whichever is the shorter of these 2 periods

-  �this information will be used, along with your record(s) of employment, 
to calculate your weekly EI benefit rate

1. When to apply Apply as soon as you stop working. You can apply 
online at home, at any Service Canada Centre using one of the many 
Internet kiosks available, or at a public Internet access site, such as a public 
library. The website takes you step by step through the application process.
Records of employment
Missing records of employment (ROEs) can delay the processing of  
your claim.
-  �If your employer issues ROEs in paper format, you must request copies 

of all ROEs issued to you during the last 52 weeks and provide them to 
Service Canada as soon as possible after you submit your EI application. 
You must either drop off your paper ROEs in person at any Service 
Canada Centre or mail them to us—we cannot finalize your application 
until we receive them

-  �If your employer submits ROEs electronically to Service Canada, you 
do not need to request copies of your ROEs from your employers, and 
you do not have to provide copies to Service Canada

2. After you apply You will receive a confirmation number electronically 
as proof that we received your application. Make note of this number and 
of the date you submitted your application for future reference.
Note: If you do not receive a confirmation number, call 1-800-206-7218 
(TTY: 1-800-529-3742) from 8:30 am to 4:30 pm Do not complete another 
online application.
3. Receiving your EI benefits The benefit statement is mailed to 
you shortly after you apply for benefits. The statement includes your 
access code (4 digit number), which is printed in the shaded area at the 
top of the benefit statement. Your access code is needed to submit your 
required bi-weekly reports and to get information about your claim. You 
are required to complete bi-weekly reports to prove your eligibility and 
to receive any payment you may be entitled to. Failure to do so can 
mean a loss of benefits. Access the instructions on when and how to 
complete your reports with our Internet Reporting Service or our 
Telephone Reporting Service.
Note
-  �If you had an EI claim within the last month, you will not receive a new 

access code in the mail. You can use the same access code that you 
previously used to complete your bi-weekly reports and access your EI 
claim information

-  �Keep in mind that receiving the EI benefit statement does not mean 
that your application has been approved

Get information about your EI claim through My Service Canada Account
Register for My Service Canada Account to access your EI information 
online. My Service Canada Account is a fast and convenient way  
to securely:
-  �view any decision made about your EI application
-  �sign up for direct deposit
-  �see details on your payments and deductions
-  �view and update your personal information, including changing  

your address
-  �view and print copies of your T4E tax slip
-  �view records of employment that your employers have submitted 

electronically in the last 2 years
-  �access sites that can help you find a job
Register for My Service Canada Account using the step-by-step instructions
Tips for job seekers Looking for a job but don’t know where to start?
Check out the information at Service Canada to help you choose a career, 
get training and upgrade your skills, look for a job, or start a business.
For labour market information in regions all across Canada, visit the Job 
Bank. This website provides information on job descriptions, job and 
skills requirements, training availability, potential employers, and more.
To continue receiving EI benefits, you must be looking for work. You 
must also report any time that you are not capable of working or not 
available for work through your bi-weekly reports. Since Service Canada 
may ask you which employers you have contacted, it is important to 
keep a record of your job-search activities. You should keep a log of the 
names of all employers you visited or contacted, their addresses and 
phone numbers, and the dates you visited or contacted them. You 
should also keep a record of all the employers where you have applied 
or plan to apply for employment. Before you submit your EI application 
online, you will be given a complete list of your rights and responsibilities 
while you are receiving EI benefits.

Participation in health and safety for small business owners and workers
OHS information for businesses with less than 20 workers
KEY INFORMATION
•  �Employers must involve affected workers in certain work site activities, such as 

hazard assessment and emergency response planning.
•  �Employers with five to 19 workers must designate a worker as a health and safety 

(HS) representative.
•  �Workers who are HS representatives are considered at work when carrying out their 

duties and attending training related to those duties.
Alberta’s occupational health and safety laws are based on the internal responsibility 
system, which is a way of sharing responsibility between everyone in the workplace.

Alberta’s main occupational and safety laws are the Occupational Health and Safety 
(OHS) Act and the OHS Code. These laws apply to all provincially regulated work 
activities, work sites and work site parties in Alberta, except:
•  �Certain farming and ranching operations, if you are the owner, their family member 

or an unwaged person working at the farm or ranch.
•  �Private dwellings, if a person who lives there is doing tasks for their own business, or 

personal work – such as household chores or repairs – in, to or around the home.(If 
you are working from home for an outside employer, the OHS Act and Code apply.)

In some cases, only limited sections of the OHS Code apply. These are certain farming 
and ranching operations (if they employ waged, non-family workers) and situations 
where the occupant of a private dwelling (or someone on their behalf ) directly 
employs a worker (whether they live in or not) to do normal household duties.
To learn more, read Guide to OHS: Employers.

Worker rights and responsibilities Under the OHS Act, workers have the right to:
•  �Know about work site hazards and how to eliminate or control those hazards.
•  �Participate meaningfully in health and safety activities related to their work and 

work site.
-  �This includes having the ability to express health and safety concerns.

•  �Refuse dangerous work.
Worker responsibilities under occupational health and safety laws include their 
general duties in section 5 of the OHS Act. These are:
•  �Taking reasonable care to protect their own health and safety and the health and 

safety of others at the work site.
•  �Cooperating with their employer, supervisor or other persons to protect health and 

safety, or with any person carrying out a duty under occupational health and safety 
legislation.

•  �Wearing required personal protective equipment and using required health and 
safety devices or equipment.

•  �Refraining from causing or participating in harassment or violence.
•  �Reporting any concerns about unsafe or harmful situations at the work site to their 

supervisor or employer.
•  �Participating in health and safety training.
•  �Only performing dangerous work if they’re competent to do so, or being supervised 

by a competent worker.
As well as their general duties, workers have other responsibilities under OHS laws. For 
more on these, read Guide to OHS: Workers.

Involving affected workers Under the OHS Act, employers have duties that support 
workers’ rights to know and participate.
The OHS Code also requires employers involve affected workers in certain specific 
activities to protect their health and safety. Some of the broader requirements for 
involving affected workers are introduced below.

Hazard assessment and control The OHS Code states that an employer must  
involve affected workers in hazard assessment and in the control or elimination of the 
hazards identified.
Hazard assessment and control is a process that allows employers and workers to 
identify and eliminate or control hazards in their workplace. By identifying hazards 
present at a work site, employers and workers can develop work procedures, emergency 
response plans, worker training and other controls specific to those hazards.
Learn more in Hazard Assessment and Control: a handbook for Alberta employers 
and workers.

Emergency response planning The OHS Code states that an employer must involve 
affected workers in establishing an emergency response plan for any emergency that 
requires rescue or evacuation.
Learn more in Emergency response planning: an occupational health and safety 
tool kit.

Harassment and violence prevention Some provisions in the OHS Code have 
requirements related to a health and safety committee (HSC) or HS representative, if 
there is one, or affected workers (if there is no HSC or HS representative).
Sections 390(2), 390.4(2) and 390.7 set out requirements that involve HSCs, HS 
representatives or affected workers in the development, implementation, and review 
of violence and harassment prevention plans.
Learn more in Harassment and violence in the workplace.
HS representatives An HS representative is a worker designated by the employer to 
ensure cooperation between the employer and workers on health and safety.
•  �HS representatives must be workers who are employed by the employer.
•  �Supervisors, management or contracted service providers can’t be an HS representative.

Designating an HS representative
The OHS Act requires employers who regularly employ five to 19 workers to designate 
an HS representative. (Employers with 20 or more workers must establish an HSC).

Multi-employer work sites If there are two or more employers at a work site, the 
employers may be required to work together to establish an HSC or designate an HS 
representative unless there is a prime contractor designated at the work site. Workers 
from any of the employers on site can be selected for these roles.

If there are 20 or more regularly employed workers in total at the site, the employers 
must establish a work site HSC.
•  �If there are five to 19 regularly employed workers in total at the site, the employers 

must designate a work site HS representative.
•  �When there is a prime contractor at a work site, the prime contractor must establish 

a system to ensure compliance with occupational health and safety laws and 
employer-worker cooperation on health and safety. The prime contractor must also 
designate a person to ensure cooperation and system implementation. An HSC or 
HS representative is not required.
 -  �Workers at a work site with a prime contractor can still access their employer-based 

HSC or HS representative if one exists.

HS representative duties HS representatives perform the same duties as HSCs. 
However, they can modify these as needed, because they are one person (not a group).
The core duties of an HSC are in section 13(6) of the OHS Act. These include:
•  �The receipt, consideration and disposition of worker health and safety concerns.
•  �Participating in the employer’s hazard assessment process.
•  �Making recommendations about worker health and safety to the employer.
•  �Reviewing the employer’s work site inspection records.
Part 13 of the OHS Code contains additional requirements related to HSC and HS 
representatives. The requirements that apply directly to HS representatives are:
•  �HS representatives can call special meetings with an employer to deal with health 

and safety concerns at the work site.
•  �Employers must:

 -  �Keep a record of HS representative names and contact information.
 -  �Clearly post how to contact the HS representative at all applicable work sites. (Or 

share by another means, if the HS representative agrees.)
 -  �Ensure HS representatives are trained, per OHS Code requirements. (See below.)

HS representative training Under the OHS Code, employers must ensure that HS 
representatives are trained in:
•  �The roles and responsibilities of co-chairs, HSC members and HS representatives.
•  �Work site party obligations.
•  �Workers’ rights under the OHS Act.
Employers can develop and provide this training themselves, or use an outside 
training provider.

At work Workers who are HS representatives are considered at work when they are 
performing their duties, functions or attending training related to those duties.
The OHS Act requires that HS representatives must carry out their duties and functions 
during normal working hours.
For more information on any of the topics in the HS representatives section, read 
Health and safety committees and representatives

Voluntary HSCs or HS representatives Although the legislation sets threshold 
requirements for HS representatives and HSCs, employers can exceed these requirements.
If a work site party or parties – an employer, employers, or prime contractor - puts an 
HS representative or HSC in place when one is not required, they can establish their 
own processes and rules for the voluntary HSCs or HS representatives. The rules 
about HSCs and HS representatives only apply when those are required under the 
OHS Act and Code.
A voluntary HSC can exist alongside, but can’t replace, a required HS representative 
(unless the committee follows legal requirements per Section 16(6) of the OHS Act). 
The HS representative is still responsible to fulfill their core duties.
 
Contact us
OHS Contact Centre
Anywhere in Alberta •  1-866-415-8690 Edmonton and surrounding area •   
780-415-8690
Deaf or hard of hearing (TTY) • 1-800-232-7215 (Alberta) • 780-427-9999 (Edmonton)
Notify OHS of health and safety concerns alberta.ca/file-complaint-online.aspx 
 
Call the OHS Contact Centre if you have concerns that involve immediate danger to 
a person on a work site. 
 
Report a workplace incident alberta.ca/ohs-complaints-incidents.aspx 
Website alberta.ca/ohs 
 
Get copies of the OHS Act, Regulation and Code 
Alberta Kings’s Printer alberta.ca/alberta-kings-printer.aspx 
OHS alberta.ca/ohs-act-regulation-code.aspx

INTERNAL RESPONSIBILITY SYSTEM The internal responsibility system gives 
everyone in the workplace accountability for health and safety, in proportion to 
their authority and control on the work site.
For more information, read Occupational health and safety and the internal 
responsibility system.

REGULARLY EMPLOYED The OHS Regulation says unwaged workers 
(volunteers) are not included in the count of regularly employed workers for the 
purposes of determining if an HSC or HS representative is required.

VOLUNTEERS Volunteers are workers with the same rights and protections 
under occupational health and safety legislation. Although they don’t count as 
regularly employed (see above), volunteers can still serve as an HSC member or 
an HS representative.

CONSULTATION Employers must consult with unions representing their 
workers before putting a required HSC or HS representative in place.
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DISCLAIMER

Supervisors’ responsibilities include making sure you:
•   �work safely.
•   �follow health and safety rules.
•   �aren’t subject to and don’t participate in violence or harrassment.
•   �know the hazards of your work area.

What is a joint health and safety committee?

A joint health and safety committee (JHSC) is composed of worker and employer representatives. Together, they should be mutually committed to improving 
health and safety conditions in the workplace. Committees identify potential health and safety issues and bring them to the employer’s attention and must 
be kept informed of health and safety developments in the workplace by the employer. As well, a designated worker member of the committee inspects the 
workplace at least once a month.

What is the joint health and safety committee’s role?
The committee is an advisory body that helps to stimulate or raise awareness of health and safety issues in the workplace, recognizes and identifies workplace 
risks and develops recommendations for the employer to address these risks. To achieve its goal, the committee holds regular meetings and conducts regular 
workplace inspections and makes written recommendations to the employer for the improvement of the health and safety of workers.

Why are joint health and safety committees important?
Joint health and safety committees assist in providing greater protection against workplace injury and illness and deaths. Joint health and safety committees 
involve representatives from workers and employers. This co-operative involvement ensures that everything possible is done to identify and eliminate or 
mitigate workplace health and safety hazards.

Joint health and safety committees are a key element of a well-functioning workplace internal responsibility system.

Name Department Contact Information

Which workplaces must have joint health and safety committees?

No. of Workers Legislative requirement

1 to 5 You are not required to have a JHSC or a health and safety representative unless a 
designated substance regulation applies to your workplace.

6 to 19
You are required to have one health and safety representative who is selected by the 
workers they represent. If a designated substance regulation applies to your workplace, 
you are required to have a JHSC.

20 to 49 You are required to have a JHSC. The committee must have at least two (2) members.

50 plus You are required to have a JHSC. The committee must have at least four (4) members.
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