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Leaves from Work

Employees may be eligible for a variety of leaves under the Labour Standards
Code. These leaves recognize that events in our personal lives can sometimes
interrupt work. On these occasions, some level of accommodation from the
employer is necessary and appropriate.

The leaves of absence are pregnancy and parental, end of pregnancy, reservist,
compassionate care, critically ill child care, critically ill adult care, domestic
violence, crime-related death or disappearance, emergency, sick, bereavement,
court, and citizenship ceremony.

Most of the leaves are unpaid leaves of absence, meaning that the employer does
not have to pay the employee during these absences. Employment Insurance
benefits may be available for some of these leaves. In the case of domestic
violence leave, employees are entitled to receive pay for part of the leave.

General Information for Protected Leaves

During a leave of absence, an employee leaves the job intending to return. The
intent is to provide job protection so employees can take time off from their
job for the leave. Employees can qualify for multiple leaves under the Labour
Standards Code.

For all protected leaves under the Labour Standards Code, the employer must:

« allow the employee to keep up, at the employee’s own expense, any benefit
plans to which the employee belongs - note the employer must give 10 days’
written notice before the option to keep up employee benefits is no longer
in effect, and

- accept the employee back to the same position held by the employee
immediately before the leave began, or, where that position is not available,
in a comparable position with no loss of seniority or benefits when the
employee returns from the leave

In addition, employers are required to keep confidential any information they receive
in relation to a protected leave of absence an employee takes. Employers must not
share the information except in situations where:

- the employee has consented to the information being shared

+ an agent or employee of the employer, such as a manager, needs the
information to do their job, or

« the law requires that the information be disclosed

Pregnancy Leave, Leave for End of Pregnancy and Parental Leave
To Take Pregnancy or Parental Leave

To take pregnancy or parental leave, an employee must give the employer at least
4 weeks of notice before taking leave. The notice should include the date the leave
will start and (if the employee plans to return earlier than the maximum leave time)
the planned return-to-work date.

If the employee can't give 4 weeks of notice before leave (because of employment
for fewer than 4 weeks, early birth, a medical condition, or unexpected adoption
placement) then the employee must give as much notice as possible. Pregnancy
leave can't begin sooner than 16 weeks before the expected delivery date, and
not later than the delivery date.

An employer can ask for proof of entitlement for pregnancy or parental leave. This
can include a certificate from a doctor or adoption worker.

If an employee is taking both pregnancy and parental leaves, the employee must
take one right after the other, and not go back to work between the two leaves.

If an employee is taking parental leave but not pregnancy leave, the employee
can take up to 77 weeks' leave in the time after the child is born or arrives in the
home. The employee loses this right if the leave is not taken within 18 months
after the child arrives in the home. If a newly-arrived child must go into hospital
for more than one week, the employee can return to work and use the rest of the
parental leave after the child comes out of hospital.

Employees who take pregnancy and/or parental leave may qualify for maternity
benefits and/or parental leave benefits under the federal government’s
Employment Insurance program. For more detail on these benefits, contact
Service Canada.

Leave for End of Pregnancy

Leave for end of pregnancy is an unpaid leave of absence for employees who
experience an end of pregnancy. End of pregnancy means a pregnancy that does
not end in a live birth. This is a new leave (under the Labour Standards Code) that
comes into effect on 1 January, 2023.

The reason for end of pregnancy does not impact an employee’s eligibility for
leave and employers are not entitled to know why a pregnancy ended.

If an Employee’s Pregnancy Ends

If an employee’s pregnancy ends before completing week 19 of pregnancy, they are
entitled to an unpaid leave of absence of up to 5 consecutive working days.

If an employee’s pregnancy ends after completing week 19 of pregnancy, they are
entitled to an unpaid leave of absence of up to 16 consecutive weeks.

If an employee’s pregnancy ends while they are on pregnancy leave, and they
have taken more than 10 weeks of pregnancy leave when their pregnancy ends,
they are entitled to up to 6 additional weeks of unpaid leave from the day their
pregnancy ended.

An employee whose pregnancy ends after week 19 of pregnancy and who
initially chooses to take the 5-day leave can then decide to take the longer
leave entitlement (minus whatever portion of the 5 days they already took). The
leave periods must be taken consecutively (the employee cannot return to work
between the leave periods). The total leave time for end of pregnancy cannot be
more than 16 weeks, and it cannot be more than 6 weeks if the employee was on
pregnancy leave for more than 10 weeks when their pregnancy ended.

Examples of how leave applies when an employee’s pregnancy ends include:

- an employee’s pregnancy ends without a live birth in week 10 of pregnancy.
The employee is entitled to five consecutive working days of unpaid leave for
the end of their pregnancy

-+ an employee’s pregnancy ends without a live birth in week 20 of pregnancy.
The employee informs their employer that they are taking 5 days of leave for
end of pregnancy and begins the leave. Three working days after starting
the leave, the employee realizes they need additional time and immediately
provides notice to their employer that they will be taking the 16-week leave.
The employee is entitled to 16 weeks, minus the three days of leave the
employee has already taken

- an employee was on pregnancy leave for 6 weeks when their pregnancy
ended without a live birth. The employee can take the remainder of their 16-
week pregnancy leave entitlement under the Labour Standards Code, which
is 10 weeks

+ an employee was on pregnancy leave under the Labour Standards Code for
14 weeks when their pregnancy ended without a live birth. The employee
qualifies for up to 6 additional weeks of leave from the day their pregnancy
ended, which totals 20 weeks of leave

Spouses, Former Spouses, Surrogacy and Adoption

If a pregnancy ends, the following people are entitled to up to 5 consecutive working
days of unpaid leave:

« the spouse of an individual whose pregnancy ended without a live birth

- the former spouse of an individual whose pregnancy ended without a live
birth, if they would have been the biological parent

- aperson who would have become the parent of a child born as a result of the
pregnancy through a surrogacy agreement

- aperson who would have become the parent of a child born as a result of the
pregnancy under an intended adoption pursuant to the laws of Nova Scotia

To Take Leave for End of Pregnancy

An employee must provide their employer with as much notice as possible of
their intention to take end of pregnancy leave. The notice should include the
anticipated start and end date of the leave. If the employee begins the leave
before they can provide their employer with notice, the employee must advise
their employer as soon as reasonably possible of the date the leave began and the
end date of the leave.

The employer may ask the employee to provide a form developed by the Labour
Standards Division to support the employee ‘entitlement to leave for end of
pregnancy. It is an employer’s choice whether to require the employee to provide
this form to the employer.

- Leave for End of Pregnancy Form (Employee whose pregnancy has ended)

(PDF)

- Leave for End of Pregnancy Form (Spouse, Former Spouse, Surrogacy,

Adoption) (PDF)

Employees can also get the form by contacting the Labour Standards Division:
Phone: 902-424-4311

Toll-free (within Nova Scotia): 1-888-315-0110
labourstandards@novascotia.ca

Reservist Leave

The Labour Standards Code includes a leave for employees who serve in the
Canadian Forces reserve force and require time off from their civilian employment
for the purpose of service. The leave can be taken for a deployment inside or
outside of Canada and associated activities, training required by the Canadian
Forces (including military skills training), travel related to deployment and
training, and treatment, recovery or rehabilitation with respect to a physical or
mental health problem resulting from deployment or training activities. To qualify
for this leave, the employee must be employed with their civilian employer for a
period of at least three months.

Eligible employees can take up to 24 months of reservist leave within any
60-month period. They can take more leave than this if the leave is required as a
result of a national emergency under the Emergencies Act (Canada).

Employees who take reservist leave must return to work no later than four weeks
after a deployment related period of service ends. Employees who take reservist
leave for training that is unrelated to deployment must return to work no later
than the next regularly scheduled working day after the training related period
of service ends.

To take Reservist Leave

An employee must give their employer four weeks’ written notice of their
intention to take reservist leave, the anticipated start and end date of the leave
and the anticipated date of return to work. If an employee receives less than
four weeks’ notice from the Canadian Forces of a requirement to participate in a
period of service, they must provide their civilian employer with as much notice as
reasonable in the circumstances the notice does not need to be given in writing if
it is not practicable to do so. If there are any changes to the anticipated start and
end dates for the leave and the anticipated return to work date, the employee
must inform the employer of these changes as soon as reasonably practicable and
must do so in writing if possible.

An employer can require an employee to provide a certificate from an official with
the Reserves confirming that the employee is a member of the Reserves who is
required for service and specifying the dates for the period of service.

Compassionate Care Leave

Compassionate care leave is an unpaid, 28-week leave for employees who need to
care for a seriously ill family member (or a person like family) who has a high risk
of dying within 26 weeks.

To qualify for this leave, the employee must be employed with their employer for a
period of at least three months. Also, they must give their employer as much notice
as possible before taking the leave. An employer can ask an employee to provide
a medical certificate, from a medical doctor, stating that the employee’s family
member is seriously ill. The employee can take up to 28 weeks'leave, which must be
taken over a 52-week time frame. The leave can be broken up into several periods
of at least one week in duration during the 52-week time frame. The 52-week time
frame begins on the first day of the week in which the leave began.

Employees who take a compassionate care leave may qualify for a compassionate
care leave benefit under the federal government’s Employment Insurance
program. For more detail on this benefit, contact Service Canada.

FAQs

Who decides whether a family member is sick enough for an employee to
take the leave?

Itis up to a legally qualified medical practitioner to determine whether the family
member has a serious medical condition with a significant risk of dying within 26
weeks. The employee may be required to provide a certificate from the medical
practitioner.

Who is considered to be a family member of the employee?

+ Immediate and extended family. Contact Labour Standards if you have
questions.

« A person (related or not) who considers the employee to be like a family
member or who is considered by the employee to be like a family member.
Employees wishing to take a Leave for a person in this category must provide
their employer, if requested, with a completed copy of the Family Member
Attestation form, available from Employment and Social Development
Canada (ESDC). For those not applying for El, an alternate statement may be
provided; contact Labour Standards to learn more.

Critically Ill Child Care Leave

Critically ill child care leave is an unpaid leave that allows an employee to take
time off work to provide care and support to a critically ill or injured child (under
the age of 18 years old) who is a family member (or person like family). To qualify
for this leave, the employee must have worked with the employer for at least three
months. A qualified medical practitioner must issue a medical certificate stating
that the child has a critical iliness and the period of time for which the child needs
care.

The employee can take up to 37 weeks' leave, which must be taken within a 52-
week time frame. The leave can be broken up into several periods of at least one
week in duration during this time frame. The 52-week time frame begins on the
first day of the week in which the child became critically ill.

In some circumstances, an employee may need further leave, which may be taken
if an additional certificate is issued—the total combined leaves must not be more
than 37 weeks in the 52-week time frame.

The leave ends when the number of weeks stated in the medical certificate has
been taken. If the employee stops providing care to the child, the leave ends at
the end of the week in which the employee stops providing care. An employee
can choose to return to work earlier by giving at least 14 days’ notice.

Employees who take a critically ill child care leave may qualify for a benefit under
the federal government’s Employment Insurance program. For more detail on this
benefit, contact Service Canada.

To Take Critically Ill Child Care Leave

The employee must let the employer know in writing as soon as possible of their
intention to take the leave. Where the leave must begin before written notice can
be given, the employee must advise the employer of the leave as soon as possible.
The employee must also give the employer a plan setting out how the leave will be
taken, since the leave can be broken up into more than one period over the 52 week
time frame. This leave plan can be changed during the leave with the employer’s
agreement or by providing the employer with reasonable notice.

The employer can ask in writing for a copy of the medical certificate.

What is the definition of critically ill child?

“Critically ill child”is defined in the federal Employment Insurance Act regulations.
A critically ill child is a person under the age of 18 who has a life-threatening
iliness or injury.

Who can take critically ill child leave?

+ Immediate and extended family. Contact Labour Standards if you have
questions.

« A person like family: A person (related or not) who considers the critically
ill child to be like a close relative, or that the critically ill child considers like
a close relative. If the employer requests, the employee must provide a
statement confirming this. Employees wishing to take a Leave for a person
in this category must provide their employer, if requested, with a completed
copy of the Family Member Attestation form, available from Employment
and Social Development Canada (ESDC). For those not applying for El, an
alternate statement may be provided; contact Labour Standards to learn
more.

Critically Ill Adult Care Leave

Critically ill adult care leave is an unpaid leave that allows an employee to take
time off work to provide care and support to a critically ill or injured adult (18
years old or older) who is a family member (or a person like family). To qualify for
this leave, the employee must have worked with the employer for at least three

months. A qualified medical practitioner must issue a medical certificate stating
that the adult has a critical illness and the period for which the adult needs care.

The employee can take up to 16 weeks' leave, which must be taken within a 52-
week time frame. The leave can be broken up into several periods of at least one
week in duration during this time frame. The 52-week time frame begins on the
first day of the week in which the adult became critically ill.

In some circumstances, an employee may need further leave, which may be taken
if an additional certificate is issued—the total combined leaves must not be more
than 16 weeks in the 52-week time frame.

The leave ends when the number of weeks stated in the medical certificate has
been taken. If the employee stops providing care to the adult, the leave ends at
the end of the week in which the employee stops providing care. An employee
can choose to return to work earlier by giving at least 14 days’ notice.

Employees who take a critically ill adult leave may qualify for a benefit under the
federal government’s Employment Insurance program. For more detail on this
benefit, contact Service Canada.

To take critically ill adult leave

The employee must let the employer know in writing as soon as possible of their
intention to take the leave. Where the leave must begin before written notice can
be given, the employee must advise the employer of the leave as soon as possible.
The employee must also give the employer a plan setting out how the leave will be
taken, since the leave can be broken up into more than one period over the 52-week
time frame. This leave plan can be changed during the leave with the employer’s
agreement or by providing the employer with reasonable notice.

The employer can ask in writing for a copy of the medical certificate.
What is the definition of critically ill adult?

Critically ill adult is defined in the federal Employment Insurance Act regulations.
A critically ill adult is a person 18 or older who has a life-threatening illness or
injury.

Who can take critically ill adult leave?
+ Immediate and extended family. Contact Labour Standards if you have
questions.

+ A person like family: A person (related or not) who considers the critically
ill adult to be like a close relative, or that the critically ill adult considers
like a close relative. If the employer requests, the employee must provide a
statement confirming this. Employees wishing to take a Leave for a person
in this category must provide their employer, if requested, with a completed
copy of the Family Member Attestation form, available from Employment
and Social Development Canada (ESDC). For those not applying for El, an
alternate statement may be provided; contact Labour Standards to learn
more.

What is the difference between critically ill adult leave and compassionate
care leave?

A critically ill adult is a person 18 or older who has a life-threatening illness or
injury. For compassionate care leave, the family member (of any age) has a serious
medical condition with a significant risk of dying within 26 weeks (providing
what is likely to be end-of-life care). For instance, an employee may be able to
take critically ill adult leave, and then, should the condition of the family member
worsen, take compassionate care leave.

Domestic Violence Leave

Domestic violence leave can be taken by an employee who is experiencing
domestic violence or whose child (under 18) is experiencing domestic violence.
The employee may take up to ten intermittent or consecutive days per calendar
year. The employee may also take up to 16 consecutive (continuous) weeks per
calendar year. Up to three days of the leave must be paid by the employer. To
qualify for domestic violence leave, the employee must have worked with the
employer for at least three months.

Under the Labour Standards Code, domestic violence is defined broadly. It is
an act of abuse that can be physical, sexual, emotional, or psychological. It can
include coercion, stalking, harassment or financial control. Or, it can be a threat
of such abuse.

The leave applies to situations of abuse involving the following relationships:
An employee who is abused by:

« their current or former intimate partner their child

« aperson under 18 years who lives with them

+ an adult who lives with them and is related to them by blood, marriage,
adoption or foster care

An employee whose child (under 18) who is abused by:

« the child’s current or former intimate partner
« aperson who lives with the child

Domestic violence leave can be used by an employee to seek medical attention for
themselves or their child; obtain services for themselves or their child from a victim
services organization, psychological or other professional counselling (or certain
culturally-specific services); relocate temporarily or permanently; or seek legal or
law enforcement assistance.

To take Domestic Violence Leave

An employee must advise their employer in writing as soon as possible of their
intention to take domestic violence leave, and the anticipated start and end date
of the leave. The employer may ask the employee to provide a form developed by
the Labour Standards Division to support the employee’s entitlement to domestic
violence leave. It is an employer’s choice whether to require the employee to
provide this form to the employer. An employee can obtain the form online or by
contacting the Labour Standards Division.

The longer part of domestic violence leave is up to 16 consecutive weeks. To end
the longer leave early, the employee must give the employer written notice of at
least 14 days before the employee wishes to end the leave, or as much notice as
possible.

The shorter part of the leave is ten days, which can be taken at different times or
all at once. An employee may end this leave early by giving as much notice as is
reasonably possible.

Up to three days of domestic violence leave, per calendar year, must be paid by
the employer. For the three paid days, each day must be paid at the employee’s
regular wage for all hours the employee would have worked that day if the leave
had not been taken. The employee can choose which of the days are the three
paid days by notifying the employer in writing of this. Otherwise, the employer
must treat the first three days taken of the leave as paid days.

Any part of a day taken for domestic violence leave counts as a full day of leave. If
an employee works a portion of a day, they must be paid for the time they worked
on that day. Also, paid leave for any portion of a work day counts as one of the
three paid days that an employee is entitled to under the Labour Standards Code.
For example, if an employee takes domestic violence leave for three hours of a
7-hour shift, and works the remainder of the shift, that would count as one of their
ten days of leave. Further, if the employee receives pay for the three hours of leave
on that day, it will count as one of the three days of paid leave.

The law also requires that employees attempt to schedule appointments during
non-working hours, if possible.

Crime-related Child Death or Disappearance Leave

Crime-related death or disappearance leave is an unpaid leave for parents and
guardians who are facing the death or disappearance of their child (under 18 years
of age) resulting from a probable crime. To qualify for the leave, the employee
must have worked with the same employer for at least 3 months. The employee is
not entitled to the leave if charged with the crime.

An employee can to take up to 52 consecutive weeks of unpaid leave if their child
has disappeared and up to 104 consecutive weeks if their child has died.

Where a missing child is found alive during the 52 week leave period, the
employee can continue the leave for another 14 days. If the child is found dead,
the disappearance leave ends immediately and the employee can start 104 weeks
of leave related to the death of the child.

Where the death or disappearance no longer seems to be the result of a crime, the
employee can continue the leave for another 14 days and the employee must give
the employer notice in writing of their return to work as soon as possible.

The employee can end the leave early by giving the employer 14 days’ written
notice.

Employees who take a crime-related death or disappearance leave may qualify
forincome support through a federal government grant. For more information on
this grant please contact Service Canada.

To Take Crime-related Child Death or Disappearance Leave

The employee must let the employer know in writing as soon as possible of their
intention to take the leave. Where the leave must begin before written notice can
be given, the employee must advise the employer of the leave as soon as possible.

The employee must also give the employer a written plan outlining the period
that they will take the leave, which can be changed during the leave period with
the employer’s agreement or by giving the employer 4 weeks' written notice.

The employer can ask for reasonable evidence of the death or disappearance of the
child and evidence showing it was likely due to a crime.

Who is considered to be a parent for crime-related death or disappearance
leave?

For this leave, a parent is defined as:

- aparent of a child

- the spouse of a parent of a child (spouse includes two persons living together
in a conjugal relationship for at least one year)

- aperson with whom a child has been placed for the purpose of adoption

- aguardian or foster parent of a child

- aperson who has the care and custody of a child pursuant to the Children and
Family Services Act

Emergency Leave

Employees are entitled to an unpaid leave if they are unable to perform their work
because of:

- an emergency declared under the Emergency Management Act, or

- a direction or order of a medical officer—or a public health emergency
declared—under the Health Protection Act, or

- an emergency declared under the Emergencies Act (Canada)

Employees are also eligible for the leave if they cannot perform their work because
they need to care for a family member who is affected by one of the emergency
situations noted above and the employee is the only person who can reasonably care
for the family member in the circumstances.

Employees are eligible for the leave for as long as the emergency prevents them
from being able to perform their work. For example, if an employee can perform
their work remotely, the leave does not apply.

Emergency Leave FAQ

Sick Leave

Employees are entitled to receive up to three days of unpaid sick leave each year.
This leave may be used to care for an ill parent, child, or family member. It can also
be used for medical, dental, or other similar appointments for the employee or the
employee family member.

Medical Certificates for Employee Absence due to Sickness or Injury

The Patient Access to Care Actincludes measures to reduce administrative burdens
on healthcare providers, giving them more time to see patients. Schedule B of
the Act, the Medical Certificates for Employee Absence Act is administered by the
Labour Standards Division. This Act limits the circumstances in which employers
can require employees to provide medical notes and broadens the scope of
healthcare professionals who can provide them.

The following is intended to provide general information on the Medical
Certificates for Employee Absence Act. For questions about this Act, contact the
Labour Standards Division.

Key Features of Medical Certificates for Employee Absence Act (the Act):

« Employers cannot require employees to provide a medical note unless:

- the employee has missed more than five consecutive working days due to
sickness or injury or

- the employee has already had at least two non-consecutive absences of five
or fewer days due to sickness or injury in the preceding 12-month period

For example, if an employee missed six consecutive days of work (first absence),
then two consecutive days (second absence) followed by four consecutive days
(third absence) in a 12-month period, the employer could ask for a medical note
for only the first absence. The employer could not ask for a medical note for the
second or third absences because they are not more than five consecutive days,
and the employee has not had more than two non-consecutive absences of five
days or less in the preceding 12-month period.

Employers must accept medical certificates from various qualified health
professionals, not just physicians.

« An employee can file a complaint with Labour Standards if they believe their
employer has contravened the Act.

« Labour Standards is provided with the same powers to enforce the Act as
those it has to enforce the Labour Standards Code.

+ Labour Standards decisions in relation to the Medical Certificates for
Employee Absence Act can be appealed to the Labour Board.

Bereavement Leave

Employees can take unpaid leave of up to five working days in a row if their
spouse, parent, guardian, child / child under their care, grandparent, grandchild,
sister, brother, mother-in-law, father-in-law, daughter-in-law, son-in-law, sister-in-
law, or brother-in-law dies.

Employees must give their employers as much notice as possible that they will
take this leave.

Court Leave

Employees can take unpaid leave if they must serve on a jury or the court says that
they must appear as a witness. They must give their employer as much notice as
possible that they will take court leave.

Citizenship Ceremony Leave

Employees are entitled to take an unpaid leave of absence of up to one day, or less
if the employee chooses, to attend their citizenship ceremony.

If possible, employees must give their employer 14 days’ notice that they plan to
take the leave. If this is not possible, they must give as much notice as is reasonably
possible.

If the employer asks, the employee must provide evidence that they are attending
their citizenship ceremony on a particular day, for example the “Notice to Appear”
sent by Citizenship and Immigration Canada.

Discrimination against an Employee

Itis against the law to fire, lay off, or discriminate in any way against an employee
because they have taken or has said that they intend to take—or if the employer
believes the employee may take—a leave of absence that the Labour Standards
Code says the employee should be able to take. If a complaint is filed Labour
Standards will investigate to determine if:

- the employer has good reason to fire or suspend the employee for past
behavior and can show that the behaviour has not been allowed in the past

« there is lack of work that the employer could not foresee and avoid

+ thebusiness has stopped operating or the employee’s job is no longer needed
and the employer is unable to provide other reasonable employment; the
employer must show that they acted in good faith

If Labour Standards finds an employee has been discriminated against for having
taken a leave or for intending to take a leave, the employer may be ordered to
bring the employee back to the job with full back pay dating to the date the
employee was fired. If the employee does not wish to go back to the job, Labour
Standards may order a reasonable alternative remedy.

What if an employee’s job is no longer available?

Employees must be given a comparable position with the same pay and benefits.
There may be some circumstances where an employee’s job is eliminated and
the employer does not have a comparable job to give the employee. In these
situations, employers will need to show that the job is gone and that the leave had
no impact on the decision to lay-off or terminate the employee’s employment.
When employees are being let go because a job is being eliminated usually they
must be given written notice that the job is ending or pay lieu of notice.

For Individuals

The Nova Scotia Human Rights Act prohibits actions that discriminate against people
based on a protected characteristic in combination with a prohibited area (see below).

Protected Characteristics
Age
Race
Colour

Religion
Creed

Ethnic, national or aboriginal origin

Sex (including pregnancy and pay equity)

Sexual orientation
Physical disability
Mental disability
Family status
Marital status
Source of income

Harassment (and sexual harassment)
Irrational fear of contracting an iliness or disease
Association with protected groups or individuals

Political belief, affiliation or activity

Gender Identity
Gender Expression
Retaliation

In addition to protection from discrimination, the Act also prohibits harassment based
on any of these characteristics, and prohibits sexual harassment in all areas of public life.

Prohibited Areas

Employment
Housing or accommodation

Services and facilities (such as stores, restaurants or provincially funded programs)

Purchase or sale of property
Volunteer public service

Publication, broadcasting or advertisement
Membership in a professional, business or trade association, or employers’ or

employees’ organization

PAYDAY NOTICE

Regular Paydays for Employees of

(Company Name)
Shall be as follows:

I:l Weekly

I:l Bi-Weekly

I:l Monthly

I:l Other

EMERGENCY NUMBERS

i1

Minimum Wage
Changes to the minimum wage
The minimum wage is scheduled to increase to the following amounts:

«  October 1,2023-515.00
. April 1,2024 - $15.20
. April 1,2025 - $15.70
«  October 1,2025-$16.50

There are three minimum wage orders:

+ Minimum Wage Order (General)
+ Minimum Wage Order (Construction and Property Maintenance)
« Minimum Wage Order (Logging and Forest Operations)

This section deals with the Minimum Wage Order (General). There are
separate minimum wage orders for employees employed in construction
and property maintenance as well as those employed in logging and
forest operations. For information on those minimum wage orders,
contact Labour Standards.

Minimum Wage Order (General)

The Minimum Wage Order (General) sets the minimum wage rate, which
is the least amount of money an employer must pay an employee for
each hour of work. It also sets employment standards for the following:

- overtime, for some groups

« being called into work at times other than scheduled working hours
« employees waiting for work on the work premises

+ piecework

- deductions for board, lodging, and meals

+ deductions for uniforms

Minimum Wage Rate

As of April 1, 2025, employers must pay employees at least $15.70 per hour.
As of October 1, 2025, the minimum wage will rise to $16.50 per hour.
Overtime

The Minimum Wage Order (General) contains overtime requirements for
some groups. Overtime is also addressed in the Labour Standards Code
and in the Construction and Property Maintenance Minimum Wage Order
(see also webpage on Overtime).

CallIn

If an employee is called in to work outside the employee’s regular work
hours, the employer must pay the employee for at least three hours

of work at the minimum wage rate, that is, at least $47.10 ($15.70 x 3
hours). This is true even if the employee works only one or two hours. For
example, if the employee makes $17 per hour and the employee is called
in for one hour’s work, the employer must pay the employee at least
$47.10.

Waiting for Work

Employees must be paid at least minimum wage for all time spent

at the workplace, at the request of the employer, waiting to perform
work. For example an employee who works at a restaurant is told by the
supervisor to be at work by 8:00 am. The employee arrives at work at
8:00 am but does not actually start performing work until 9:00 am when
the restaurant starts to get busy. The employee works serving tables
from 9:00 am to 1:00 pm and then leaves for the day. In this situation,

the employee would be entitled to pay at the minimum wage rate for
the time he/she spent waiting for work from 8:00 am to 9:00 am. He/she
would be entitled to his/her regular rate of pay for those hours worked
between 9:00 am and 1:00 pm.

Piecework

Many employers in Nova Scotia pay employees by the amount they
produce and not by the hour. This arrangement is called “piecework.”’

The Minimum Wage Order (General) says that an employer cannot pay

an employee less for piecework than that employee would have earned

at the minimum wage for the number of hours worked. For example, an
employee is paid $9 for each hat the employee sews. During a one-week
period the employee produces 40 hats. The employee is entitled to be paid:
$9 per hat x 40 hats, or $360. To produce the 40 hats, the employee worked
30 hours. At the minimum wage the employee would have earned $471
($15.70 x 30 hours of work). The employee is entitled to be paid at least the
same as if the employee was being paid the minimum wage for each hour

worked. The employee is, therefore, owed an additional $111 (5471-$360).
Note this rule does not apply to employees employed on a farm whose
work is directly related to harvesting fruit, vegetables and tobacco.

Board and Lodging

The Minimum Wage Order (General) tells employers how much they can
take from an employee’s minimum wage for board and lodging that the
employer provides. These amounts are as follows:

- Forboard and lodging for each week: $68.20
«  Forboard only for each week: $55.55

- Forlodging only for each week: $15.45

«  Forasingle meal: $3.65

Note: An employer cannot charge an employee for a meal not received.
For employees paid more than the minimum wage, the deductions could
be larger in total than the above amounts, but they must not bring the
employee below the minimum wage by more than the above amounts.

Deductions for Uniforms

If an employer requires employees to wear uniforms, aprons, or smocks,
the employer may not take the cost of the uniform from the employees’
wages if doing so will take their hourly rate below the minimum wage.
For example, if an employee works 30 hours each week earning $16.50
per hour then the employee earns $495 ($16.50 x 30) each week. If the
employer takes $25 off the weekly pay for a uniform, then the employee
will have earned $470 that week, or $15.67 per hour (470 + 30). Since
$15.67 per hour is below the minimum wage, the employer cannot take
that much from the employee’s wages for the cost of the uniform.

The employer may take from the employee’s wages the cost of dry
cleaning a uniform that is made of wool or a heavy material. The
employer may do this even if the employee’s wages then fall below
minimum wage.

Employees Not Covered by the Rules
The minimum wage rules do not apply to the following employees:

- certain farm employees

« apprentices employed under the terms of an apprenticeship
agreement under the Apprenticeship and Trades Qualifications Act
(see NS Apprenticeship Agency)
anyone receiving training under government sponsored and
government approved plans

anyone employed at a non-profit playground or summer camp
real estate and car salespeople

commissioned salespeople who work outside the employer’s
premises, but not those on established routes

insurance agents licensed under the Insurance Act

employees who work on a fishing boat

employees who fall under the minimum wage orders concerning
Logging and Forest Operations and Construction and Property
Maintenance

employees who do domestic service for or give personal care to an
immediate family member in a private home and are working for
the householder

employees who do domestic service for or give personal carein a
private home and are working for the householder for 24 hours or
less per week

athletes while engaged in activities related to their athletic
endeavour

FAQs

My employer wants to pay me a base salary that’s less than minimum
wage per hour, but also give me commission. Is that allowed?

That would be lawful as long as you earn, each pay period, at least
minimum wage (base rate plus commissions) for all time worked during
that period. As an employee paid commission, you would also want to
make sure you don’t fall within any of the exceptions to minimum wage.

Questions?
If you have any questions, please contact Labour Standards.

INJURY AT THE WORKPLACE

Police:

Ambulance:

Fire Department:

Hospital:

Poison Control:

WORKPLACE VIOLENCE

ee signs of violence .

at your workplace? |

CCOHS®

Canadian Centre for Occupational Health and Safety

WORKPLACE HARASSMENT
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IF YOU'RE

INJURE

AT
WORK...

REPORT THE INJURY TO YOUR EMPLOYER IMMEDIATELY.

See your supervisor, first aid attendant or company nurse before you leave work.

SEEK IMMEDIATE HEALTH CARE.

Ask your doctor or health care provider to complete any forms provided by your employer and
to send a report to the WCB immediately. Ask if you are cleared to return to work in regular or

transitional duties.

FILL OUT A WCB ACCIDENT REPORT FORM. WORK WITH YOUR

EMPLOYER TO LEARN WHY THE INJURY HAPPENED, AND
PREVENT IT FROM HAPPENING AGAIN.

Fill out the form with your supervisor.Ensure your employer reports the injury to the WCBimmediately.
IF YOU MUST BE OFF WORK DUE TO YOUR INJURY,

WORKWITH YOUR EMPLOYER, HEALTH CARE PROVIDER, AND
THEWCB TO RETURN TO WORK AS SOON AS YOU ARE ABLE.

REMEMBER....

« Work is healthy. Return to work as soon as you are functionally able, and work toward minimizing your earnings loss.

« Report any injury or incident to your employer right away.

- Time is of the essence! Delays in receiving reports can delay claim decisions.

For more information, visit www.wcb.ns.ca and www.worksafeforlife.ca

EMPLOYMENT INSURANCE

WORK SAFE. FOR LIFE.

WORKERS" COMPENSATION BOARD OF NOVA SCOTIA
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Workplace Harassment and Violence

Any action, conduct or comment, including of a sexual nature, that can cause offence,
humiliation or other physical or phychological injury or iliness

Workplace harassment and violence
does not discriminate. It can happen
to any woker, in any industry.

It can include:

- verbal abuse
- threatening behaviours
- intimidating actions

- physical attacks

Sexual harassment is any unwelcome sexual
advance, request for sexual favour, verbal
or physical conduct or messages of a sexual
nature, or any other behaviour of a sexual

nature that can cause offence or humiliation.

RIGHTS and
RESPONSIBILITIES

Commit to a workplace that is free of
harassment and violence

Assess the internal risks like workplace culture and
activities, and external risks like family violence.

Implement a policy, along with the procedures
to respond to incidents of harassment and violence.
Outline and assign responsibilities and communicate
the policy to all workers.

Educate everyone on harassment and violence,
including where they can go for help.

Provide workers with resources for support,
including any medical or psychological services.

Encourage a respectful workplace by being
cooperative, inclusive and respecting boundaries.

All workers have the right to a safe workplace that is free of harassment and violence.

Employers should know that legal requirements for their jurisdiction regarding
workplace harassment and violence, and are responsible for creating a safe workplace.

It is your duty to resolve or investigate, as well as record and report all incidents of harassment

and violence as required.

If you are being harassed, think you miht have been harassed, or have witnessed harassment, report it.

Employment Insurance (El) 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 El 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 benéefits.

Do You Qualify?

The information below should be used as a guideline. We encourage you to apply
for Employment Insurance (El) 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 El 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 El 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 El 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 El 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:
- aletter 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 El

Number of hours of insurable employment required to qualify for El

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 El 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 El 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
El 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 El 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 El 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 El 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 El 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 El claim information
- Keep in mind that receiving the El benefit statement does not mean that your
application has been approved

Get information about your El claim through My Service Canada Account

Register for My Service Canada Account to access your El information online. My
Service Canada Account is a fast
and convenient way to securely:
- view any decision made about your El 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 El 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 El
application online, you will be given a complete list of your rights and
responsibilities while you are receiving

El benefits.

JOINT HEALTH AND SAFETY COMMITTEES

Employers have moral, legal and financial reasons to keep their employees healthy, safe and productive.
The direct cost of an incident may be easy to determine (injuries, damage, wages, etc.), but indirect costs (lost
productivity, employee morale, insurance ratings, sales quotas, etc.) are less apparent and often far exceed the

more obvious costs.

Once your safety policy has been prepared as in Step 1, a safety program is required to put that policy into effect.
A safety program demonstrates your commitment to the well being of your employees. Employers who employ
more than 20 people are required by law to have a safety program in place.

Safety programs differ from one company to the next, depending upon factors such as organizational structure,
nature of the operation and risk levels. But most programs focus on what is needed to comply with legal

requirements and to meet the employer’s moral and financial reasons to keep workers healthy and on the job.

Develop a plan for implementing your safety
program;

Assign and communicate health and safety
responsibilities;

Set measurable standards;

Involve employees in the program;

Identify, assess, and control hazards;

Identify procedures to investigate and resolve
incidents;

Provide on-going training and communication;
Audit and assess the results of the program;
Implement continuous improvements.
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