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Policy Statement & Strategic Plan Linkages 

The Town supports employees’ family and parenting needs and recognizes the 
Employment Standards Act provisions for parental leave, as amended from time 
to time. 

Purpose 

The Municipality will grant, upon written request, an unpaid parental leave of 
absence in accordance with the Employment Standards Act to full-time and part-
time employees who have at least 13 weeks continuous service before the date 
the parental leave is expected to start.   

The parental leave of absence permitted is: 
• Up to 35 weeks if the parent also took a pregnancy leave, or 
• Up to 37 weeks if the parent did not take a pregnancy leave. 

Definitions 

A parent is a man or woman who: 
• Is the natural parent of a child; 
• Adopts a child; 
• Becomes a step-parent; 
• Is in a long-lasting relationship with the child’s other parent and intends to 

treat the child as his or her own.  This also applies to same-sex couples. 
 

 
Procedures 

Employee Responsibilities 
Employees intending to take a parental leave shall notify their immediate 
Supervisor/Manager/Director in writing at least two weeks before they plan to 
start the parental leave.  The written notice must specify the date the employee 
plans to start the leave and should indicate when the employee intends to return 
to work.  
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Parental leave must be taken all at one time and no later than 52 weeks after the 
baby was born or first came into the parents’ care.  A birth mother’s parental 
leave generally starts when her pregnancy leave ends except in exceptional/ 
unusual circumstances.  Further clarification can be obtained by contacting 
Human Resources. 

An employee must convey any changes to the parental leave dates to his/her 
Supervisor/Manager/Director in writing at least two weeks before the change 
happens. 

The employee must contact Human Resources to make arrangements 
concerning the continuance of benefits during the leave (see Health Benefits 
During Parental Leave below) and for benefits administration purposes, the 
employee’s intended date of return.  

Benefits to cover earnings interruption during parental leave are available from 
the Employment Insurance Program, Human Resources Development Canada.  
Employees contemplating a parental leave are advised to contact the 
Employment Insurance Program to arrange benefits during their parental leave of 
absence from employment.  

Employer Responsibilities 
An employee returning from parental leave shall be reinstated to his/her former 
position or if the former position has changed, provided with alternative work of a 
comparable nature at not less than the wages at the time his/her leave of 
absence began. 

The employee will lose no seniority for any service or benefits accrued to the 
commencement of his/her parental leave.  While on parental leave, an employee 
continues to earn credit for seniority, service and some benefits.  However, a 
parental leave will not be counted towards completion of probationary periods of 
employment. 

Health Benefits During Parental Leave 
An employee, while on parental leave, may continue to participate in benefits 
currently paid for entirely or partially by the Municipality, including: 
• Life Insurance 
• Dental Plan 
• Extended Health Care 
• Vision Care Plan 
• Long-term Disability Plan 
• Accidental Death & Dismemberment 

If an employee continues to pay his or her share of relevant benefit premiums 
then the employer is obliged to continue to pay the employer's share of the 
relevant benefit premiums during the period of the Pregnancy/Parental Leave. 
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An employee should contact Human Resources to complete the appropriate 
forms relative to all applicable benefits. 
 

 

An employee, while on parental leave, may also continue to participate in 
benefits currently paid for entirely by the employee, including: 
• Optional Life Insurance  
by contacting Human Resources to arrange an alternate method for payment of 
premiums while on leave.          

Pension Plan Participation During Parental Leave 
During parental leave, the employee has the option to continue participation in 
the OMERS pension plan.  If the employee elects not to pay the employee’s 
contributions, then the employer is not obligated to continue payment to the 
pension plan while the employee in on leave.  This period will be known as a 
“Broken Service” period for OMERS purposes.  
 

 

 
 
 
 

Note: Individuals employed other than on a permanent continuous basis should 
contact Human Resources regarding applicability of this policy. 

This policy is not intended to address all aspects of Pregnancy Leave as outlined 
under the Employment Standards Act, but is intended as a general overview 
only.  Please consult with Human Resources for additional information. 
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