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General Fact Sheet

Introduction
The Employment Standards Act (the “Act”) and Regulation set the minimum standards
for employment in Yukon.

The Act covers most employers and employees. It does not apply to:

the territorial, first nations and federal governments;

employees who are covered by a collective agreement (unless it does not meet the
minimum standards);

employees who are excluded by regulations, such as sitters; and

employees who are employed by sectors that fall under the federal jurisdiction.
These include banks, airlines, inter-provincial trucking companies, post offices and
radio and television stations.

For more information on federal jurisdiction contact Labour Canada at 1-800-641-4049.

The Employment Standards Office is responsible for the interpretation and administration
of the Act and its regulation. For information on employment standards, contact an
Employment Standards Officer at 867-667-5944 or by email at eso@yukon.ca.

General Information
The Act sets out the rights and responsibilities of employees and employers, such as
the following:
+ Hours of work
« Minimum wages
+ Annual vacations
+ General holidays
- Maternity and Parental Leave
» Equal Pay
- Termination of employment
» Special Leave without Pay
- Payment of wages

The regulation sets out exemptions from the Act for certain employees and modifies
the rules regarding hours of work and other standards for certain industries.

An employee is entitled to receive at least the minimum standards set by the Act
regardless of their employment status (casual, full time or part time). Any agreement
to waive the minimum standards is not a valid agreement. If an agreement gives an
employee a greater right or benefit than the minimum standards, such agreement is
enforceable under the Act.

(See section 3 of the Act)

To ensure that employers and employees are aware of their rights and responsibilities
under the Act, the Employment Standards Office provides:

« public presentations and information about employment standards; and

» Complaint Resolution Services.

An employee may make a complaint to the director of employment standards that an
employer has contravened or is contravening any sections of the Act.
(See subsection 73(1) of the Act)

The employee may request their identity be kept confidential when filing a complaint.
In the circumstance, the complainant’s name will not be disclosed unless absolutely
necessary.

(See section 74 of the Act)

A complaint must be filed:
- anytime during their employment; or
« within six months of termination of their employment.
(See subsections 73(3)(a) and (b) of the Act)

The Employment Standards Office will investigate the complaint and determine the
proper course of action. However, the director of employment standards may refuse
or cease investigating if:

- the complaint is frivolous, vexatious, trivial, or has not been initiated in good faith;
and
- there is insufficient evidence to substantiate the complaint.
(See subsections 75(2)(a) and (b) of the Act)

The director of employment standards may initiate an investigation if there is reason
to believe there are contraventions of the Act.
(See subsection 75(3) of the Act)

Definitions

The Act defines some words in a specific way. The relevant sections must be read with
definitions in mind.

“conditions of employment” means all matters and circumstances in any way
affecting employers and employees in respect of the employment relationship.

“contract worker” means a worker, whether or not employed under a contract of
employment, and whether or not furnishing tools, vehicles, equipment, machinery,
material, or any other thing owned by the worker, who performs work or services for
another person for compensation or reward on such terms and conditions that

(a) the worker is in a position of economic dependence on, and under an obligation
to perform duties for, that person, and

(b) the relationship between the worker and that person more closely resembles the
relationship of employee to employer than the relationship of an independent
contractor to a principal or of one independent contractor to another independent
contractor.

“day” means any period of 24 consecutive hours after the start of work.
“employee” includes

(@) a person, including a deceased person, in receipt of or entitled to wages for
employment or services performed for another,

(b) a person being trained by an employer of the purpose of the employer’s business,

(c) a contract worker, and

(d) a person who was an employee.

“employer” means a person having control or direction of, or responsible for the
employment of or payment of wages to, an employee and includes a former employer.

“member of the employer’s family”, in respect of an employer, means the employer’s
spouse, parent, grandparent, step-parent, child, grandchild, step-child, brother, sister,
half-brother or half-sister, and a person who stands in the place of parent to the
employer or to whom the employer stands in the place of parent, whether or not there
is any degree of consanguinity between that person and the employer.

“wages” means any monetary remuneration payable by an employer to an employee
under the terms of a contract of employment, any payment to be made by an employer to
an employee under this Act, and any allowance for travel as prescribed in the regulations,
but does not include gratuities, money that is paid at the discretion of the employer
and that is not related to hours of work, production or efficiency, damages awarded in a
wrongful dismissal action, travelling expenses, or other expenses.

(See subsection 1(1) of the Act)

Payment of Wages
An employer must:
+ Keep accurate employment records, and

- Provide employees with a wage statement

Records
An employer is required to keep records of the following:
+ The employee’s name and address;
« The number of hours worked by the employee on each day, regardless of how the
employee is paid;
« The employee’s wages, gross earnings and deductions;
- The overtime accumulated by the employee each week;
«+ The time off with pay instead of overtime pay accumulated and taken by the
employee each week;
« The vacations taken by the employee;
- The leaves of absence taken by the employee; and
« The conditions of employment of the employee.
The records must be:
« Kept and maintained at the employer’s principle place of business in Yukon; and
- Keptfor 12 months after work is performed or services are supplied by an employee.

An employer is required to produce records when required by the director of
employment standard.
(See section 62 of the Act)
Wage statements
An employer must provide a wage statement to their employee at least once a month
which contains all of the following information:
« The statement period;
« The number of hours worked including regular and overtime hours;
- The rate of wages including regular and overtime rate;
« Details of the deductions made from the wages; and
« The actual sum paid to the employee.
(See section 63 of the Act)
Deductions
An employer must not directly or indirectly, withhold, deduct or offset an employee’s
earnings for any reason without their written authorization. Such authorization does not
include an agreement by an employee to pay any of the employer’s business expenses.
Amounts deducted without proper authorization or permitted by the Act are recoverable.
(See section 64 of the Act)

Prohibited Deductions

An employer’s business costs

Allowable Deductions

Canada Pension Plan

Employment Insurance Faulty work

Income Taxes Damage of property
Court-Ordered Garnishments/ Cash shortages
Judgements

An employee’s written assignment Loss of property

of wages for specific reasons and
amount

An employee’s direction to pay wages | Any other deductions without
to their spouse or to a family member | an employee’s written consent
or authorized by the Act

Time for payment of wages
An employer has 10 days after the end of a pay period to pay all wages, other than
vacation pay, owing for that period.
The Actdefines”pay period”as any period of employment, not exceeding 16 consecutive
calendar days, established by the employer for the computation of wages.

(See section 1 of the Act)

If an employee’s employment ends, the employer has seven days after the employment
ends to pay their outstanding wages other than termination pay. Pay in lieu of termination
notice can be paid to the employee by instalments of the same amount which would have
been paid to the employee had the employee been allowed to work out the notice period.
(See subsections 65 (1), (2) and (3) of the Act)
Reduction of wages
An employer must give an employee at least one pay period notice, if the employer
intends to reduce the employee’s wages.
(See sections 3 and 66 of the Act)
Method of payment of wages
An employer may pay wages by:
. cash;
« cheque; or
- direct deposit.
(See section 67 of the Act)
General Exemption Regulation
Some employees are not covered by certain parts of the Act. Under the General
Exemption Regulation, an employee is excluded from Part 2 Hours of Work provisions
of the Act if:
the employee employed as a guide or outfitter;
the employee employed in staking, line cutting, geological mapping, geochemical
sampling or testing, geophysical surveying or manual stripping activities in the
course of exploration for minerals;
the employee employed exclusively as a watchman or caretaker, unless the
employer is a private security agency;
the employee employed as a farm worker; or
the employee employed as a domestic.
And:
« A person employed as a sitter is exempted from the entire Act.
(See sections 3 and 4 of the General Exemption Regulation O.I.C. 1984/344)
The Act defines these employees in a specific way. The relevant sections must be read
with the following definitions in mind:

“domestic” means a person employed to provide in respect of a household, cooking,
cleaning, gardening, maintenance, chauffeuring, sitting, nursing, tutoring or other
similar services, but does not include a person employed by an employer that is
engaged in the business of providing such services to households.

“farm worker” means a person employed in farming, ranching or agricultural
operations, but does not include:

- an employee employed in a temporary or permanent retail operation established
to dispose of any product of those operations; or
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- alandscape gardener.

“guide” means a person employed primarily to escort and assist persons engaged in a
recreational activity in a wilderness environment.

“outfitter” means a person engaged primarily in providing, otherwise than by way of
bona fide sale, any horse, vehicle, boat, transportation service, guiding service, camping
equipment or other equipment or service ordinarily provided by outfitters to persons
engaged in a recreational activity in a wilderness environment.

“sitter” means a person employed in a private residence solely to provide the services
of attending to a child, or to a disabled, infirm or other person, but does not include a
nurse, therapist, domestic, homemaker or an employee of:
- a business that is engaged in providing that service, or
- a day care facility.
(See section 2 of the General Exemption Regulation O.I.C. 1984/344)

Hours of work and overtime
An employee is entitled to overtime pay at a rate of time and one half (1.5) if the
employee:
- works in excess of the standard hours of work; or
- works in excess of the hours as specified under an averaging agreement per section
10 and 11 of the Act.
(See sections 7 and 8(1) of the Act)
Standard hours may be different if an employee is working under an averaging
agreement or a Short Work Week agreement.
(See section 10 and 11 of the Act)
The Act defines “standard hours of work” as eight hours in a day and 40 hours in a
week.
(See section 6 of the Act)
The Act defines “week” as a period of seven consecutive days established by the
employer’s payroll records or determined by an employment standards officer.
(See subsection 1(1) of the Act)
If a week contains a general holiday, the employee must be paid overtime when the
employee works more than 32 hours in the week.
(See subsection 8(2) of the Act)
Certain employees are excluded from the hours of work provisions of the Act and its
regulation, including:
- a member of the employer’s family;
an employee whose duties are primary of a supervisory or managerial character;
a person employed in staking, line cutting, geological mapping, geochemical
sampling or testing, geophysical surveying or manual stripping activities in the
course of exploration for minerals;
watchman or caretaker unless their employer is a private security agency;
a farm worker;
a guide or outfitter;
a domestic who is employed directly by householders to provide housekeeping,
sitting, nursing, tutoring or other similar services in a private home other than
those employed by a business or agency;
- atravelling salesperson.
(See section 4 of the Act and General Exemption Regulation O.I.C. 1984/344)
Although the above employees are excluded from the hours of work provisions of the
Act under Part 2, they are entitled to be paid for all hours worked at regular rates. For
more information, contact our office at 867-667-5944 or by email at eso@yukon.ca.

Overtime pay examples
Hourly paid employees:

Example #1:

Sun | Mon | Tue | Wed | Thu | Fri | Sat | Total

Hours

Worked 8 8 |8 0 |6 40
Regular 8 8 |8 8 |6 38
Hours

OT hours

@15 2 2

Example #2:

Sun | Mon | Tue | Wed | Thu | Fri | Sat | Total

Hours
Worked 8 10 10 8 8 10 5 59
Regular 8 |8 8 |8 8 40
Hours
OT hours
@15 2 2 10 5 19

Example #3:

An employee did not work on the general holiday.

Sun | Mon | Tue | Wed | Thu | Fri | Sat | Total
Hours
Worked 8 8 8 8 8 8 40
Regular 8 8 |8 8 |8 32
Hours
OT hours
@1.5 8 8

Example #4:
An employee worked on the general holiday.

Sun | Mon(GH) | Tue | Wed | Thu | Fri | Sat | Total
Hours
Worked 8 8 8 24
Regular 8 8 16
Hours
OT hours
@15 8 8

Salaried employees:

Example #1:

An employee is paid $1,000.00/week and is based on 40 hours a week. The employee
worked 45 hours this week:

Regular hourly rate is calculated:
$1,000.00 + 40 hours = $25.00/hr

Overtime rate is calculated:
$25.00 x 1.5 =$37.50/hr

Overtime pay entitlement is calculated:
(45 hours — 40 hours) x $37.50 = $187.50

Total wages: $1,000.00 + $187.50 = $1,187.50

Example #2:
An employee is paid $2,500.00/month and is based on 40 hours of work per week. The
employee worked 50 hours this week:

Regular hourly rate is calculated:
$2,500.00 x 12 months + (52 weeks per year x 40 hours) = $14.42/hr

Overtime rate is calculated:
(50 hours — 40 hours) x 1.5 x $14.42 = $216.30

Total wages: $2,500.00 + $216.30 = $2,716.30

Commissioned employees
Example #1:
An employee earned $800.00 this week and the employee worked 45 hours.

Regular hourly rate is calculated:
$800.00 + 40 hours = $20.00/hr

Overtime rate is calculated:
$20.00 x 1.5 = $30.00/hr

Overtime pay entitlement is calculated:
(45 hours — 40 hours) x $30.00 = $150.00

Total wages: $800.00 + $150.00 = $950.00

Example #2:
An employee is pay a monthly rate of $2,500, the employee worked 168 hours in this
month.

Regular hourly rate is calculated:
$2,500.00 + 160 hours (40 hours/wk x 4 wks) = $15.63/hr

Overtime rate is calculated:
$15.63 x 1.5 =$23.45/hr

Overtime pay entitlement is calculated:
(168 hours — 160 hours) x $23.45 = $187.60

Total wages: $2,500.00 + $187.60 = $2,687.60

Reporting pay

If an employee reports to work as scheduled or at the call of their employer, the
employee is entitled to at least two hours pay at the applicable regular or overtime rate
whether or not the employee works part of all of the two hours.

On the application of the employer, the director of employment standards may issue
a variance authorizing the employer to pay the actual hours worked by an employee.
(See Reporting Pay Order O..C. 1991/113)
Eating periods
An employer must give an employee at least a 30-minute unpaid eating break if:
- The employee works 10 hours or less in a day, the employee must not work longer
than five hours in a row between eating periods.
- The employee works more than 10 hours in a day, the employee must not work
longer than six hours in a row.
- The employee is required to remain on duty during their eating break, the employee
is entitled to be paid for the break.
(See subsections 13(1) and (2) of the Act)

An employer is not required to provide coffee breaks.

Rest periods
An employee must have eight hours off work between shifts.
On the application of an employer, the director of employment standards may issue
a variance authorizing the rest period be shortened to six hours due to extenuating
circumstances.

(See subsections 14(1) and (2) of the Act)

Days of rest
An employer is required to give an employee at least two full days of rest in a week.
(See subsection 12(1) of the Act)

An employee may be required to work up to 28 continuous days or 35 continuous
days if the additional seven days will complete the project. In these circumstances, the
employee is then entitled to at least one day of rest for each seven continuous days
worked. These days of rest must be taken consecutively.

(See subsections 12(2) and (3) of the Act)

Split shifts
A Split shift must be completed within a 12-hour period immediately following the start
of the employee’s shift.

On the application of an employer, the director of employment standards may issue a
variance authorizing extended period beyond 12 hours on application by the employer
and with the consent of the employee.

(See section 15 of the Act)

Orders limiting hours of work
On the application of an employee, the director of employment standards may issue a
variance authorizing the employee’s hours of work to be limited to eight hours in a day
or 40 in a week.

(See section 16 of the Act)

Time off with pay instead of overtime

An employee and an employer may agree in writing that the employee will receive
time off with pay instead of overtime pay. The following rules apply to how time bank
should be credited:

- Overtime wages must be credited to the time bank at the overtime rate as set out
in section 8 of the Act, or as specified under an averaging agreement per section
10 and 11 of the Act;

+ Must be paid at the employee’s regular rate of pay at the time it was earned;

+ Must be paid within a 12-month period;

« Must be paid out at the end of the 12-month period stated in the agreement or, if
no period is stated, within a calendar year;

- One month’s notice is required on alteration or termination of the time bank
agreement;

(See section 9 of the Act)

The Yukon's minimum wage

Until March 31, 2025, the Yukon’s minimum wage is $17.59 per hour. Starting April 1, 2025, the Yukon's
minimum wage will increase by 2% (or $0.35 per hour) to $17.94. The minimum wage increases every year
on April 1. This annual increase is tied to inflation, calculated using the Consumer Price Index (CPI). The CPI

is an effective way to measure inflation.

Minimum Wage

The Employment Standards Act (the “Act”) sets minimum requires for when and how much employers must pay their employees for

work. An employee’s pay is called their “wages.”

The following chart explains what is and what is not defined as wages under the Act.

WAGES

NOT WAGES

Any payment made by an employer to an employee in
accordance with the terms of a contract for employment

Money paid at the discretion of the employer that is not related
to hours of work, production, or efficiency

Any payment to be made by an employer to an employee in
accordance with the Act

Damages awarded in a wrongful dismissal action

Gratuities

Travel expenses

Other expenses

The Employment Standards Office can only address complaints
about wages that fall within these parameters.

The Act prescribes how an employer pays their employees’ wages,
including by hourly rate, by commission, piecework, or by salary.

The Act mandates that employers pay their employees at least
the minimum wage. In 2021, the Employment Standards Board

ordered that minimum wage increase by the annual increase of
the Consumer Price Index for the preceding year every April 1.
You can find the current rate here: https://yukon.ca/en/find-

minimum-wage-yukon.

Use the formulas below to calculate your pay based on your

employment:

Type of employment

Calculation of minimum wage

Hourly (and entitled to overtime pay)

(Standard Hours Worked x Minimum Wage) + (Overtime Hours Worked x Minimum Wage x
1.5) = Minimum Wage Owing

Salary (and entitled to overtime pay)

(Standard Hours Worked x Minimum Wage) + (Overtime Hours Worked x Minimum Wage x
1.5) = Minimum Wage Owing

Hourly (NOT entitled to overtime pay)* | Hours Worked x Minimum Wage = Minimum Wage Owing

Salary (NOT entitled to overtime pay)* | Hours Worked x Minimum Wage = Minimum Wage Owing

Domestics, farm workers and guides

If not paid on an hourly or piece work basis, the minimum wage is Hours Worked x
Minimum Wage (Hours Worked cannot be greater than eight)

Piecework

(Standard Hours Worked x Minimum Wage) + (Overtime Hours Worked x Minimum Wage x
1.5) = Minimum Wage Owin

Commission (whole or part of wages)

(Standard Hours Worked x Minimum Wage) + (Overtime Hours Worked x Minimum Wage x
1.5) = Minimum Wage Owing

The employer must pay the difference between the Minimum Wage Owing and the
commission paid (or commission + wages)

Taxi drivers

(Standard Hours Worked x Minimum Wage) + (Overtime Hours Worked x Minimum Wage x
1.5) = Minimum Wage Owing

The employer must pay the difference between the Minimum Wage Owing and the
commission paid (or commission + wages)

Sitters

Sitters are exempt from the Act and are not entitled to minimum wage

*The following jobs are exempted from overtime:
- Managers;
+ Guides;
- Outfitters;
+ Apersonemployedinstaking, line cutting,geological mapping,
geochemical sampling or testing, geophysical surveying, or

manual stripping activities (other than a percussion drill or

diamond drill operator or drill helper);

« A person employed exclusively as a watchman or caretaker,
unless their employer is a private security agency;

« A farm worker; or

+ A domestic.

LEAVES

For more information

This fact sheet is for guidance only. If anything in this document
conflicts with the Employment Standards Act, the Employment

Standards Act prevails.

For more information contact an Employment Standards Officer at

667-5944 or eso@yukon.ca.

Health and Safety Policy template

Company name:

Company health and safety policy

members of the public who enter onto our workplace.

is committed to a health and safety management system that protects our workers, contractors and

Management, supervisors and workers at every level are responsible and accountable for our company’s health and safety performance. Active participation by
everyone, every day, in every job is necessary for the health and safety excellence that our company expects. Health and safety excellence includes promoting
and maintaining the highest degree of physical, psychological and social well-being of all employees. Our goal is a healthy, injury-free workplace for all workers.

By working together we can achieve this goal.

Management will ensure:
« the health, safety and welfare of workers at the workplace;

« the health, safety and welfare of other persons at or near the workplace who may be affected by hazards originating from the workplace;

- workers are aware of their workplace health and safety rights and duties;

workers are not subjected to or participants in harassment or violence at the workplace;
workers are supervised by a person who is competent and familiar with the WSC Act and Regulations;

they consult and co-operate with the JHSC;
health and safety concerns are resolved in a timely manner;

they inform any prime contractor, if working for a prime contractor, of the names of all their supervisors and workers; and
supervisors and workers are adequately trained for their jobs and the protection of health and safety at the workplace.

Supervisors will:

ensure they are competent to supervise the workers under their supervision;
ensure the workers under their supervision work in accordance with company procedures and measures as required by the WSC Act, Regulations and

codes of practice;

nsure the workers under their supervision use all hazard controls and properly use or wear personal protective equipment required by the company or

under the WSC Act and Regulations;

ensure the workers under their supervision are not subjected to or participants in harassment or violence at the workplace;
take all precautions necessary to protect the health and safety of every worker under their supervision; and
advise every worker under their supervision of all known or reasonably foreseeable hazards to health and safety in the area where the worker is performing

work.

Will report concerns about an unsafe or harmful workplace act or condition that occurs/exists or has occurred/existed to the employer, and prime

contractor if applicable.

Workers will:

- to the extent of their authority, protect the health and safety of themselves and other people at or near the workplace;
co-operate with their supervisors and employers to protect the health and safety of themselves and others;
use and wear devices and personal protective equipment required by the employer or the WSC Act and Regulations;

refrain from causing or participating in harassment or violence; and

report concerns about an unsafe or harmful workplace act or condition that occurs/exists or has occurred/existed to the employer or supervisor.

In addition, employers, supervisors and workers will:

« co-operate with any person exercising a duty imposed by the WSC Act and Regulations; and
« comply with the WSC Act, Regulations and any workplace policies, procedures and codes of practice.

Other workers (for example, contractors, suppliers, service providx%will comply with the WSC Act, Regulations and workplace policies.

Workers at every level must be familiar with the requirements of the WSC Act and Regulations as they relate to their work.

Signed

Date

INJURIES AT WORK

Special leave without pay

The Employment Standards Act (the "Act”) gives an employee the right to
take a leave of absence if they have suffered the loss of a family member
or are managing the care of a critically ill child or family member.
The types of leaves allowed under the Act include:

« Sick leave;

- Bereavement leave;

« Compassionate care leave;

- Leave related to the critical illness of a child;

+ Leave related to the critical illness of an adult; and

- Leave related to the disappearance or death of a child.

The Act only covers an employee’s right to take a leave of absence.
Financial benefit related to a leave of absence is administered under
the federal Employment Insurance Act. For more information, call Service
Canada at 1-800-206-7218.

An employer may offer benefits or leaves that are better than those
outlined under the Act. If these benefits and leaves form part of the
employment contract, they may be enforceable under the Act.

Definitions

The Act defines some words in a specific way. The relevant sections must
be read with these definitions in mind.

The Act’s definition of “family member” comes from the Employment
Insurance Regulations. “Family member” includes many relationships,
such as the spouse or common-law partner of the employee, the child
or the employee, or a person who the employee considers to be like a

close relative or who considers the employee to be like a close relative.
(see subsection 58.01(1) of the Act and subsection 1(3) of the
Employment Insurance Regulations)

The Act’s definition of “critically ill child” comes from the Employment
Insurance Act. “Critically ill child” means a person who is under 18 years
of age at the time and whose life is at risk as a result of an illness or injury.
(as defined by subsection 1(6) of the Employment Insurance
Regulations)

The Act’s definition of “critically ill adult” comes from the Employment
Insurance Regulations. “Critically ill adult” means a person who is 18
years of age or older at the time and whose life is at risk as a result of an
iliness or injury.

(see subsection 1(7) of the Employment Insurance Regulations)

The Act defines a “week” as the period between midnight on Saturday
and midnight of the following Saturday.
(as referenced by relevant sections of the Act)

Sick leave
An employee is entitled to one day of sick leave for every month they
have worked, up to a maximum of 12 days. This calculation is not affected
if the Employee has been absent from work due to iliness or injury.

(see subsection 59(2) of the Act)

An employee’s absence from work due to illness or injury is not cause for
termination if they have earned the sick leave.
(see subsection 59(1) of the Act)

An employer may require that the employee submit a certificate from a
qualified medical practitioner or nurse practitioner.
(see subsection 59(3) of the Act)

Bereavement leave
If an employee’s family member dies, the employee is entitled to leave
without pay for up to one week provided that the funeral falls within
that week.

(see subsection 60(2) of the Act)

If an employee is designated by the family of a deceased member of a
First Nation as the person responsible for organizing the funeral potlatch,
the employee is entitled to leave without pay of up to one week.

(see subsections 60(3) and (4) of the Act)

Compassionate care leave
An employee may take an unpaid leave of absence of up to 28 weeks to
care for or support a family member if:

« The employee gives their employer a certificate issued by a qualified
medical practitioner or nurse practitioner that states that the family
member has a serious medical condition with a significant risk of
death within 26 weeks from the day the certificate is issued.

(see subsections 60.01(2) and (6) of the Act)

The leave starts the first day of the week that the certificate was issued
and ends the last day of the week in which the family member dies or 52
weeks have passed.

(see subsections 60.01(3) of the Act)

The employee must take the leave in periods of at least one week.
(see subsections 60.01(4) of the Act)

If two or more employees take compassionate care leave to care for
or support the same family member, together, they may take up to 28
weeks of leave.

(see subsection 60.01(5) of the Act)

Leave related to critical illness of a child
An employee who is a family member of a critically ill child may take a
leave of absence of up to 37 weeks to care for or support the child if:

PAYDAY NOTICE

« Theemployee has completed six months of continuous employment;
« The employee gives their employer a certificate from a qualified
medical practitioner or nurse practitioner that states that the child
is critically ill and needs the care or support of one or more family
members, and that sets out the period for which the child needs the
care or support; and
« The employee gives their employer at least two weeks of written
notice of their plan to take this leave before the leave starts (unless
circumstances require a shorter notice).
(see subsections 60.02(2) and (7) of the Act)

The employee must take the leave in periods of at least one week.
(see subsection 60.02(6) of the Act)

The leave starts on the first day of the week in which the certificate was
issued and ends the last day of the week in which either the child dies or
52 weeks have passed. This period may be extended if the employee is
caring for two or more critically ill children.

(see subsections 60.02(3) and (4) of the Act)

If two or more employees take this leave to care for or support the same
critically ill child, they may take up to a combined total of 37 weeks of
leave.

(see subsection 60.02(5) of the Act)

Leave related to critical iliness of an adult
An employee who is a family member of a critically ill adult may take a
leave of absence of up to 17 weeks if:

« Theemployee has completed six months of continuous employment
with an employer;

« The employee requires the leave to care for or support critically ill
family member;

« The employee gives their employer a certificate issued by a qualified
medical practitioner or a qualified nurse practitioner that states that
the family member is critically ill, requires support, and sets out the
period during which the family member requires this support; and

« The employee gives their employer written notice at least two weeks
before they intend to take the leave (unless circumstances require
shorter notice).

(see subsections 60.02.01(2), (3), (7) and (8) of the Act)

The leave starts on the first day the certificate was issued. It ends the last
day of the week when either the critically ill adult dies or 52 weeks after
the certificate was issued. lif two or more employees take leave to care
for the same critically ill adult, their combined total must not be longer
than 17 weeks.

(see subsections 60.02(4) and (5) of the Act)

The employee must take the leave in periods of at least one week.
(see subsection 60.02(6) of the Act)

Leave related to the death or disappearance of a child
An employee is entitled to a leave of absence of up to 104 weeks if:

« The employee has completed six months of continuous employment
with the employer;

« The employee is the parent of a child who has died and it is likely
that the death was the result of a crime;

- The employee gives their employer written notice at least two weeks
before they intend to take the leave (unless circumstances require a
shorter notice).

(see subsection 60.03(2) and (7) of the Act)

The employee must take the leave in periods of at least one week.
(see subsection 60.03(6) of the Act)

The employee’s entitlement begins on the day that their child died
and ends 104 weeks after the day of the child’s death. If two or more
employees take this leave, their combined total must not be longer than
104 weeks.

(see subsections 60.03(5) and (8) of the Act)

An employee is entitled to a leave of absence of up to 52 weeks if:

« The employee has completed six months of continuous employment
with the employer;

« The employee is the parent of a child who has disappeared and it is
likely that the death was the result of a crime; and

- The employee gives their employer written notice at least two weeks
before they intend to take the leave (unless circumstances require a
shorter notice).

(see subsections 60.03(2) and (7) of the Act)

The employee’s entitlement begins on the day that the child disappeared
and ends 52 weeks after the day the disappearance occurred. If two or
more employees take this leave, their combined total absence must not
be longer than 52 weeks.

(see subsections 60.03(5) and (8) of the Act)

An employee charged with the crime relating to the death or
disappearance of their child is not entitled to either of these leaves.
(see subsection 60.03(4) of the Act)

For more information
This fact sheet is prepared for general information purposes.

Please refer to the relevant provisions of the Act, which can be found
at http://www.gov.yk.ca/legislation/acts/emst_c.pdf or contact an
Employment Standards Officer at 667-5944 or by email at
eso@yukon.ca.

V‘ Workers’ Safety and
Compensation Board
Yukon

Chapter: General and Administrative
Legislative authority: section 89

Prevention statement

Preventing injuries is one of the most important responsibilities in the
workplace. The Workers’ Safety and Compensation Act (the ‘Act’) establishes the
responsibilities of all workplace parties to work together to ensure the physical
and psychological health and safety of workers. When injuries do occur, workers
and employers must continue to work together to facilitate an injured worker’s
early and safe return to health and work.

Purpose
This policy provides information about an employer’s requirement to provide
written notice of injuries to the board.

Definitions
board means the Workers’ Safety and Compensation Board
employer means every association, corporation, individual, partnership,
person, society or unincorporated organization or other body having in their
service one or more workers in an industry and as further defined in section
77 of the Act
worker means a person who performs work or services for an employer under
a contract of service or apprenticeship, written, or oral, express orimplied and
as further defined in section 77 of the Act
work-related injury means an injury or death arising out of an in the course
of a worker’s employment, resulting from
a. a chance event occasioned by a physical or natural cause,
b. a willful and intentional act, not being the act of the worker,
c. adisablement, or
d. an occupational disease,
but does not include
e. mental stress, or
f. an injury resulting from any decision by the worker’s employer relating
to the worker’s employment, including a change in the work to be
performed or working conditions, or promotion, transfer, demotion, lay-
off-discipline, suspension or termination

Policy statement
1. General
An employer must give the board written notice, in the form required by the
board, of any, or the possibility of any, work- related injury that comes to their
attention, within three days after the employer receives the information, and
must:

a. describe the circumstances that gave rise to the work-related injury,

including the time, date, place and nature of the work-related injury; and

b. send a copy of the notice to the worker.
An employer must also provide the board with any further information that
the board requests regarding the work-related injury within a reasonable
time.
The notice provides the board with important information needed to adjudicate
and manage a claim efficiently and effectively. The employer must provide notice
even if they are not sure the injury is work-related. Late notices by employers
causes delays in processing claims and interferes with the early and safe return
to work process. It may also cause an injured worker financial hardship due to
possible delays in receiving benefits.
The Act gives the board authority to levy administrative penalties or prosecute
employers who fail to provide notice within the time required.

2. Notice of injury

Employers are required to give the board written notice of a worker’s work-
related injury or possibility of a work-related injury that comes to the employer’s
attention within three days, after the employer receives the information. The
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employer may receive information about a work-related injury, or possibility of
a work-related injury from sources such as:

a. the injured worker;

b. a supervisor, co-worker or witness;

c. the board; or

d. a medical practitioner or other health care provider.

The required form can be completed on-line or submitted by fax, mail, email,
or in person.

3. Possibility of a work-related injury

In many cases, there is a clear cause-and-effect relationship between the work
and the injury, and reporting the injury is straight forward. In some cases, it is
not obvious whether there is an injury, or whether an injury is work-related.
In the following examples, it is not immediately obvious whether the worker
has an injury, or whether the worker’s injury is work-related. Since there is a
possibility that it is, the employer must provide notice to the board:

On Monday morning, Steve calls in sick. On Tuesday, he comes in to work
with a doctor’s note that says Steve hurt his back at work on the prior Friday
afternoon. Nobody saw Steve get hurt and he didn’t say anything at the time,
but he says his back injury happened at work.

Samantha often gets itchy, watery eyes and hives on her skin. She submits a
claim saying she is allergic to something at work.

Leonard and Darryl are unloading construction materials from the pick-up
truck in preparation for the decking job they're about to start. Darryl faints and
is rushed to the hospital. He may have had a heart attack.

The board determines whether an injury is work-related and is eligible to
receive compensation by weighing evidence provided by the employer, the
worker, health care providers and other sources,. To facilitate timely decision-
making, it is important for employers to provide the notice of injury within
the time required, even if they are not sure an injury is work-related.

4. Requirement to immediately report serious incidents and injuries
There is also an additional requirement for an employer or prime contractor
to immediately report the time, date, place and nature of a serious incident,
or serious injury, or death of a worker to the board.

Further information on what is considered a serious incident or injury is set
out in section 57 of the Act.

5. Failure of an employer to provide notice of injury
If an employer fails to provide a written notice to the board of a work-related
injury or the possibility of a work- related injury within three days after
receiving the information, the board may impose an administrative penalty
on the employer.
The amount of the administrative penalty is $100 as the initial penalty,
increasing by $25 for each day the required report is overdue, to a maximum
of $500. Even if the worker does not submit a claim for compensation, the
employer is required to submit a notice of injury under the Act.
If an employer fails to provide notice of a work-related injury or possibility
of a work-related injury to the board within three days after receiving
the information, the board may investigate and charge the costs of the
investigation to the employer.
The board may investigate whether:

a. the employer has a reporting process in place;

b. injury reporting is encouraged in the workplace;

C. supervisors are trained in reporting requirements;

d. workplace parties are knowledgeable about their responsibilities for

reporting and recording injuries; or
e. any other associated or related issues, as determined by the board.
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Regular Paydays for Employees of

(Company Name)

. Weekly - Bi-Weekly

Shall be as follows:

. Monthly

. Other
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Workplace
Violence &
Harassment

PREVENTION

Ask your employer about violence and harassment policies and procedures in

your workplace. Learn more at wcb.yk.ca/wvhp

~V' Yukon Workers’ Compensation
Health and Safety Board

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 benefits.

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:

- 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 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

- thisinformation 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.

Health and safety committees

Joint health and safety committees fulfill an important role in supporting health and safety in their workplaces. They offer workers an
opportunity to exercise their right to participate and are a requirement for some employers.

Worker and employer representatives on health and safety committees work with the employer to raise awareness of health and safety issues
in the workplace, recognize and identify workplace hazards and develop recommendations for the employer to address these hazards.

Employer duties

If you are an employer of a workplace with 20 or more regularly employed workers, you have to set up and maintain a health and safety
committee with both employer and worker representatives. Each committee must have at least four members, half of whom are chosen by
workers or by their union. Worker representatives must have no managerial roles in that workplace.

A worker and an employer co-chair must be chosen by their respective representatives to equally share responsibilities of the committee,
including alternating as chair during meetings. Meetings must be held during regular working hours once each month or more frequently

when required.

Employers with smaller workplaces, where there are 5-19 regularly employed workers, may choose to have a health and safety committee,
but they are not required to have one. However, they are still required to have a worker health and safety representative who has a similar
role to the health and safety committee. This representative must also be chosen by workers and have no managerial roles in that workplace.

Employers must allow committee members, co-chairs and representatives time away from their reqgular work for any required orientation,
training or committee work. This is considered work time that workers must be paid for.
Employers also have to post the names of committee members and representatives so everyone in the workplace has access to them and

knows who to talk to about health and safety questions or concerns.

Committee and representative duties

Specific duties of the health and safety committee/worker health and safety representative include:

« receiving, considering and making recommendations to the employer or prime contractor on concerns or complaints with regards to

health and safety;
« participating in the identification of hazards;

« advising the employer on the development and promotion of measures to protect safety;

+ participating in inspections;

« participating in investigations of serious incidents and refusals to work;

« maintaining records with regards to their duties;

« co-operating with any person exercising duties under the legislation; and
« see Sections 38 and 39 of the Workers' Safety and Compensation Act for other prescribed duties.

Training

Employers, or prime contractors if applicable, must orient committee members, co-chairs and representatives to their duties within 30 days

of being selected for these roles.

Within 6 months of choosing the co-chairs and representatives, employers must ensure that these individuals are trained to competently

perform their duties.

Employers must also make sure that at least one worker representative is completely trained to participate in investigations of serious
incidents, injuries, deaths and refusals of unsafe work. This training must be completed within 6 months of joining the committee.

JOINT HEALTH AND SAFETY COMMITTEES

Employers are responsible for all costs of orientation and training for committee members and representatives.
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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.

No. of Workers

Which workplaces must have joint health and safety committees?

Legislative requirement

1to5

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

You are required to have one health and safety representative who is selected by the

6to 19

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.

Name Department

Contact Information

YT-1124-CA1



