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Leave of Absence Frequently Asked Questions- Associates
Refer to the Leave of Absence Policy for further details. 

Who is the Human Resources contact person for leave of absences?
	Heather Stevenson, HR Manager of Wellness Programs
	Heather.stevenson@hgisaskatoon.com or 1-306-667-5320

How do I request a leave of absence?
You need to fill out the Leave of Absence Request form and give to your manager for approval. Some types of leaves (medical, maternity) require a doctor’s note. 

When can I start my maternity/parental leave?
Up to 12 weeks before the date the baby is due or earlier upon direction of a physician.

Do I need to send in my Record of Employment (ROE) to EI? 
	No, when payroll does up the ROE they send it to EI automatically. 

Can I keep my Sun Life coverage for the duration of my leave?
Yes, however you must pay your applicable premiums prior to your leave through post-dated cheques or cash. Some restrictions apply in terms of length of coverage. 

Why is my Sun Life premium amount so high for a personal leave?
Associates must pay for all premiums for personal leaves. This includes: Life, LTD, AD&D, and health/dental. The health and dental premium amount can be found on HR Sharepoint > Sun Life Benefit Tools. This amount is the average of health/dental an associate spends a month and is separated by province and individual/family coverage. 

Do I need to bring in a doctor’s note?
Doctor’s notes/medical documentation are required for all maternity/parental/medical leaves. 

Is my job protected while I’m out on leave?
	Refer to the Leave of Absence Policy for specifics based on leave type.
	
How do I extend my leave?
[bookmark: _GoBack]You need to contact your supervisor at least 14-30 days prior to your expected return date to request an extension. Extensions will be considered on a case by case basis. Medical leave extensions will require an updated doctor’s note.

Can I return early from my leave?
	Reach out to your Manager to arrange early return to work.
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